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sets a new 


WORLD STANDARD 
for DRAWING PENCILS 


When leading architects, engineers and artists 
throughout the country turn to TURQUOISE ... 
when federal, state and industrial drafting depart- 
ments adopt it with acclaim, we feel justified in 
proclaiming Eagle “Chemi-Sealed” TURQUOISE 
the new World Standard for drawing pencils. Its 
success comes from superiorities so marked as to be 
instantly apparent to critical users. Their findings 
confirm the basic improvements built in by our 
research scientists. Here are the facts: 


Each of the 17 TURQUOISE grades is made from a separate basic formula of graphite 
and clay, spaced as uniformly as the markings on your rule, and held to precision 


standards by constant laboratory control. TURQUOISE gives you exactly the line you 
want from every pencil every time. 


By Eagle’s patented super bonding process, ““Chemi-Sealed” TURQUOISE lead and wood : Use QUICKMAIL 
are inseparably bonded to combine their strength against point breakage. TURQUOISE : COUPON ‘ a7 
stands up under heavy pressure, saving interruptions and excessive resharpening. 


The rare waxes which lubricate every particle of TURQUOISE graphite are sealed in the FOR DRAFTSMEN'S 
lead by an impervious coating which is part of the super bonding process. There is no LEAD HOLDERS 
seepage of wax into the wood from aging or climatic conditions to alter the original pte ot a. 
perfection of smoothness and grading. grading, strength, 
smoothness and 
reproduction 
quality in Eagle 
TURQUOISE 
. i Drawing Leads... 
Super-refined graphites selected for opacity are formed under 60 tons pressure into 


F five inches long, 
uniformly fine-textured leads. TURQUOISE makes knife-edge lines so dense and even _ in one diameter to 
that you get sharp blue prints or black prints direct from your uninked pencil tracings. #4 4// standard 
holders. Grades: 
¥ ; : 2B to 6H. 

SEND FOR A FREE SAMPLE pencil or lead. Specify the grade desired, 


mentioning this publication and the name of your regular supplier. 


| 


EAGLE PENCIL COMPANY OF CANADA LTD., TORONTO © 


This advertisement is part of the 1941 Turquoise campaign in leading publications. 
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CLEANER! 


like to make her work easier, faster and cleaner. 
are the answers you'll invariably get: 


use set, in the same box. 


other, to assure sharp, clean copies. 
3. A sheet that won't dirty the hands. 


Columbia did this “asking” for you. Over a period of years. In thousands of 
offices where master copies are being prepared day in and day out. 


And, as a result 


COLUMBIA READY MASTER 


was DEVELOPED, TESTED, PROVED. 


@ With READY MASTER, operators can now type fluid process master copies 
easily. 


@ With SPEED—Stop watch tests prove the tremendous time saving of Keady 
Master. No assembling or realigning of sheets is necessary. No time wasted in 
looking for master and carbon sheets in separate boxes. 


@ With CLEAN HANDS—Dainty hands need never touch the carbon in han- 
dling hectograph masters the Ready Master way. 


To Get Duplicate Copies 
CHEAPER — FASTER 


Ask any operator who types up master sheets for spirit 
carbon or direct process duplicators what she would 


1. Carbon and master in a time-saving, ready-to- 


2. Carbon and master especially made for one an- 


@ With CONFIDENCE—Master and copy, in a com- 
plete set, are made for each other. Special paper, 
special carbon coating, assure sharp, clean copies 
unexcelled by any combination. 


We can arrange for a Ready Master demon- 
stration right in your office—without obliga- 


tion. Write us now or use QUICKMAIL 
COUPON No. 2. 


COLUMBIA RIBBON & CARBON 
MANUFACTURING COMPANY, INC. 
Main Office and Factory: Glen Cove, L. I., N. Y. 


New York Sales and Export, 58-64 West 40th St. 
Kansas City, Mo., Dwight Bldg. 


PERFORATION FOR EASV 
SEPARATION AFTER CLEAN EDGE 


vo 7, TOP AND BOTTOM 


INTERLEAVING 
TISSUE TO KEEP 
MASTER CLEAN 
(REMOVE BEFORE 
TYPING) 


7 TYPEWRIT 


7 


OFFICE EQUIPMENT DIGEST 
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For Purchasing Agents, Controllers, Office Managers 
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In pencils, the point counts most. "View: 
point" is the sharpest of all mechanicat 


pencils—stays pointed when others wear 


dull. “Threadline" lead, put out where you 


nSHARPER SMOOTHER can see it in a superthin steel tube does 


} 2, road king the trick. And what a difference that ex- 


Wii; ano: Anse 


7 clusive Dixon Rite-Rite feature does make! 
3 p Never before was there a pencil of any 
4 kind that stayed sharp without sharpening, 


made clean, clear writing so easy. Never 


before a pencil so pleasant and comfort- 
Red, White and Blue — rich Military Olive Green, are the popular P P 


new colors in the "Threadline 49'er. To modern styling like this, add able to use. It's the best a dollar will buy. 
the "twistproof mechanism, smart design and “Threadline" Lead 


Use QUICKMAIL 
and you know why more Americans buy "Threadline at 49". COUPON re 4 | 


RITE-RITE MFG.CO. bixon crucibie co. CHICAGO 


OFFICE EQUIPMENT DIGEST September, 1941 
For Purchasing Agents, Controllers, Office Managers 
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A complete variety 
of sizes and types 


How YOU Can Save Valuable Metal | curs 


FASTENERS 


for National Defense THUMB TACKS 


also STAPLES 


The Oakville Yellow Box Line consists of items made from Geary HOOKS 
brass and steel—metals vital in the manufacture of defense “and related items 
equipment. Such metals must be conserved. 


Customers can help accomplish this by care- 
fully distributing their stocks and discourag- 6.46.92 fe 


ing any attempt to hoard supplies. The sme of The Famous Yellow Box Line 


Our present inability to obtain raw mate- OAKVI LL 


rials has obliged us to institute a rationing 
plan—based on our production and your past COMPANY 


purchases—and administered according to the )jyssion of Scovill Manufacturing Company 


usual Oakville practice of giving loyal cus- Waterbury, Connecticut 
tomers the best possible service. 


NEW YORK ° CHICAGO ° SAN FRANCISCO 
IN CANADA: BROWN BROS., LTD., TORONTO 2, 
eS 


September, 1941 To answer the above ad use QUICKMAIL COUPON 40 


ae a | 
a a eae ee Te i — 0 6 ee 2. eal “Ss a ae 
Aa ; ae” a. 2. Le | 
a an = 4 4 / - a , viet je ee” : —e % aps 
en to Hise —_a—— aa Bg | 
- Ui ae <2, a 2. °°. ze a ee re. 
, sees a Y Ae a a 
ee ee , Ui? _— ff ie oo. ; saa * 
‘a fe i. GS ° er aaa? eS ee . ‘ 
Ss Ba Teta ‘isis . . 
Ss i= ‘ae ‘¢. ia ~ : 
ue ees < < i — fe 
iy * ie ee LES ¢ ne Sei o rae : ws 
—— = SK i we see 
_—. - Yy SSS eee ee ei — 
ge al io o% = ) > eae > 2 a ie 
. . OS SS y / E = 
: Sy) CONS SOOm VY [5 ae 
oe ON EL By © a : i: 
ee Y ; : % i > °F ae : . 
mee y : %, 0 A *, b iF co’ a ; é 
ee ie "QQ, ‘a . 
oS ee - Be eSte SES “” - % 4 
e a SSS ¢ oe i 
i Pia oe WY Esiee 4 Ce CSS a. a “6 Bee A 
oe A ae e “a ~ Nar * | ee - 
— * i 3. Peg s: le 
AZ > re /” Ly 3 IN ee .. i? Ea” ae ag oe 
eee ae J a a Pee = ‘ te ») i . 
apagi z ee ae Ps. ws 7 aie ae. a 2 a aes ; 
a i, | tf aaa SS 27 oy 
a , : 1. is oo ms ; hi a A ay * a i? : # T . , 
ay ji a . ae t 4 a | er a 
Ce —— Ta 
, thea ’ 
oo Sea . 
nn E | 
14) : 7 
ee 4 
are ek ie | a ei ca eee ee 3 ce ae 


[LN 271M 44vq ‘ONI ‘AIOIOA * OVLLIP 


‘nod prey 30U qy,am°* aun A9A ay 02 sn UOdN UNOD 
dSeI{q ‘JENSN sv INAIIS JapusT puL sarIdAIT=pP ayeUT O3°** TITAL 2) 
pue '**syerajeus Mer JO 23038 darasor aydure ur * ** sa9qJO YULIG prIer0] 
Ayjesxiua2 asaya * * * Jueyd paSsezua Apasea sty) savy ‘sanissazau SuntsmadAy 
apes ySiy JayIo pur SFDYMIVd GAHDLVW UE penieay mou ‘sradeg 
uogiey pue suogqry sommmaddy Arnyenb asaySiy yo ssayeur s3vak o¢ 
J9AO JO} * AWW,, ‘2179S %001 Buneunxosdde own sapsey & savy [TIM 


siamm ejnuew qpye ‘Aua8iawe yeuoneu oy) KGS, 
a OA y 
INU UVDIM 


4a30uewW ‘AMQNYV ‘V ‘H 
19adIg UID GINOS OOF 
SATIONV SOT 
4a3vuew ‘DIGAAT ‘AD 
1aaaig uorssIW’ 166 
OOSIDNVYA NVS 
493vuPW ‘AYYNNW ‘N ‘9D 
‘Spq asuvqoxg Avnypwy 
ALID SVYSNVM 
4a3vurpw ‘NOSAC “I ‘OID 
1941S IUtd $08 
SINOT “LS 


493pupW ‘NIdVHD “ff “FT 
‘T'S ‘aay qmaassnoy O7E 
SITOdVANNIW 


4a3vuPW ‘ALLIA ‘DA 
199M§ pPsapad CIT 
NOLSO@ 
4a8vurpw ‘JTGYNH *D ‘A 
IS uosBurqsr 4 * AL 78-71 
O9SYOIHD 


SIGIUDA JUMUIAUOD BIG [ SS 


Fae" nodnos 


WWANIIND 227 


September, !941 


EQUIPMENT DIGEST 
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IS 


+ FOURTAIR PEM FICS + MECHANICA 
— = 


“IRIDIUM*" TIPPED 


EYE-APPEAL (4 beautiful 
colors and raven's-wing 
black) 


MATCHING PERMA- 
POINT Pencils at only 50c 
retail 


DESK PENS at $3.00, on 
onyx or marble base 


25¢ for COMPLETE UNIT 
of pen point, feed, section 
and rubber sac. ° 


"Trade Name—Over 40°, 
Platinum and Osmium content 


THE EBERHARD FABER 
NEW “DOLLAR PEN” 


respond 
to the utility-plus-beauty em- 
bodied in 


YELLOW BANDB GUARANTEED 


Here at last is a truly durable, Iridium* Tipped pen at a 
price which everyone can afford. It has the gliding, writing 
ease of a costly pen, conducive to speedy work in a busy 
office. And not the least of its advantages is that for 25c 
you can have a new point assembly complete with new 
rubber sac. 


a 
» 
” 
oe 
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Th 


Ask your Stationer 
to show you this line 
or use QUICKMAIL COUPON No. 7! 


EBERHARD FABER 


Leadership IN FINE WRITING MATERIALS SINCE 1 


EBERHARD FABER PENCIL COMPANY, 37 GREENPOINT AVENUE, BROOKLYN, N.Y. 


September, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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In the Complete Line of Security, which ranges all 

’ the way from such utility items as storage cabinets, 

ee through 5 grades of filing cabinets, to the finer office 

; suites, is represented a foundation which may be depended 
on to meet the demands of today and tomorrow. 


Our general catalogue illustrates and describes in 
detail Vertical Filing Equipment—Storage and Wardrobe 
Cabinets —Sectional Filing Equipment— Desks, Tables 
and Chairs. 


Your Security Dealer is an able consultant on office 
equipment problems, and is in an excellent position to 
render you service, right now. 
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TO ANSWER THIS AD 


Ase QUICKMAIL 
COUPON noY@ S 


SECURITY=AN ORGANIZATION WHICPD 


September, !941 
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In the clouds of smoke, the all-night “lecture sessions,” 
\the delightful chance meetings with old friends, which are 
and-parcel of every convention, I should like to predict 
tthere will inevitably be echoed one very important thought 
hat a runaway market must not be permitted to stampede 
ers into sacrificing their future—that we must hold fast to 
tbasic vita' service, which Industry expects of us. Here and vA Pde)! ONE 
m of course one may hear of a thoughtless, ill-advised 
lation which the dealer will one day regret, but on the 
le the demands of today are being handled by representa- 
sthroughout the country who thoroughly appreciate the 
prtant function they render—and refuse to compromise or 
mmmend ill-suited merchandise. 


And we here at Security find real satisfaction both in the 
tthat our line is so complete as to properly and efficiently 
Pp =Bisiy demand, and in the knowledge that Security service is 
padable—two good reasons for the success and very evident 
imism of Security Dealers. 


We are all looking forward to the Chicago Convention, 
ilhope you will accept this as an invitation to call on us, 
jw are planning to be there. 


Sincerely yours, 


APOC 


President. 


———— 


“THE DEALERS’ PROBLEM 


September; 1941 
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In the Vast Speed-Up of Industry 
Bates Products are Indispensable 


Now that the great Defense Program is rushing along, 
Government and Industry are both depending on Bates 
to speed-up the ever increasing flood of paper work. 
We are doing all in our power to meet the demand 
which is coming through Bates Dealers the country over. 


Bates Numbering 
Machines 
The standard of quality for 
over 50 years. Made in 
different models to meet 
every requirement for hand Bates Stapler (Model B) 
numbering. Makes its own staples, 5000 
in one loading, can’t jam or 
clog. The dealer’s stapler; not 
sold by direct canvass. 


Bates Eyeleter 


New and improved me- Bates Perforator 
chanical principle assures 


100% automatic feed. Indis- 
pensable to law firms and 
insurance offices. 


Reasonable in price. Easy 
action. Steel punches for 
greater cutting power. 
Largest waste container. 
Saves desk space. 


Bates Munkee 
Stamp Pads 


New construction allows 
you to take out and re- 
. verse the filler in a jiffy. 
Bates Dialist The quality pad that does 
away with tin box price 
competition. 


The most fascinating indexing device 
on the market. Dials like a phone. 
Cover pops open ar ( there is the list 
you want. 


TO ANSWER THIS AD 


met 6=—lsCd Bates 


QUALITY PRODUCTS 


THE BATES MFC. CO., ORANGE, N. J.; NEW YORK OFFICE, 30 VESEY ST. 
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IMERICA’S BEST —— LINES = COLORED PENCILS 


For further information use QUICKMAIL COUPON No. ? 


ae ee gn: eee She By eo alba ~ 
or - : 


...and for the 

lio (Best). Fam- 

for their bril- 

¥, permanence and 
we color range, “Best” 
med pencils have won 
American artist’s inde- 
mience of foreign supply. 


But-36 colprs 


@ Water-soluble Anadel is the 
third famous Dixon brand for of- 
fice and studio. All three are avail- 
able in dozen and half-gross boxes 
for volume buyers. Also in 12, 24 
and 36 color assortment boxes. 
Pencil Sales Department 53-J6 
JOSEPH DIXON CRUCIBLE CO. 
Jersey City, N. J. 


Anadel-24 colo, 


a 


ae 


wey 


vt 


ear aN ail vet AN 2m 


@ Look them over. 
Here, in the same bril- 
liant cases that won the 
All-American Package 
Award, are displayed 
America’s leading col- 
ored pencils for the of- 
fice. 
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DENNISON 


Time Savers 


FOR BUSY OFFICES 


How Many of These Items Do You Need ? 


GUMMED REINFORCEMENTS—to protect loose-leaf pages 
CLASP ENVELOPES—with specially gummed seams, in 35 sizes 
COIN MAILING CARDS—a gummed flap holds each coin 

DESK SETS—handy book boxes with a matching inkwell 


LABELS 
POSTAL LABELS—gummed, printed, address labels 


CAUTION LABELS—“Glass,” “Handle with Care,” “Rush,” ete. 
MAILING LABELS—“Special Delivery,” “First Class Mail,” ete. 
AIR MAIL LABELS—red, white, and blue labels for speed 


SEALING MATERIALS 
TRANSPARENT MENDING TAPE—for permanent mending 


SEALING LABELS—colorful seals for use on folders, letters, ete. 

COMMERCIAL SEALING WAX—many grades for many uses 

PAPER SEALING TAPES—of strong, heavily gummed stock 
TAGS 

SHIPPING TAGS—strong tags strung with rugged twine 

KEY TAGS— identification tags with metal key rings attached. 
ATTENTION GETTERS 

GUMMED INDEX TABS—cloih-card tabs ready to index your files 

MEMO PADS—handy containers of note papers for desks, etc. 

STOP SIGNS—little bright red gummed arrows to call attention 


TO ANSWER THIS AD 


SEND FOR YOUR FREE CATALOG OF DENNISON Use QUICKMAIL 
OFFICE AND HOME TIME-SAVERS. COUPON no Ka 


Dennison 


MASSACHUSETTS 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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TEMPORARY PERMANENT 


NEVA-CLOG 4a 
There are many uses for a FOR 


NEVA - CLOG Stapling | 
i senate: ae — ‘saa RESULTS 


warehouses, manufac- _— ’ if . ie a The NEVA-CLOG line of 
turing plants, green- “a hel Stapling machines will 
houses, dry cleaning es- | oe f fill most of your demand 
tablishments, laundries; yy Ss : for production hand 
fom fastening corres- ; ee stapling devices. They 
pondence to assembly | Pe are strong and durable, 
operations in manufac- as ' and definitely guaran- 
turing. ui, ; : | a teed. 

Write now for latest a 

ilustrated Price list. 


eee cs — en 


MODEL S-100 STAPLING PLIER $4.50 MODEL D-40X EXTENSION TYPE $4.50 


‘FASTEN THINGS TOGETHER’ 


wth NEVA-CLOG... AC STAPLING MACHINES and STAPLES 


NEVA-CLOG PRODUCTS, INC. BRIDGEPORT, CONN. 


To answer the above ad use QUICKMAIL COUPON No. 42 


hptember, 1941 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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Tu: Fifth Avenue Building saves buyers 
extra days away from home. Here, con- 
veniently, they can inspect the latest offer- 
ings of the leading makers of stationery, 
greeting cards, and playing cards. Under 
this one roof they can study displays, weigh 
values, and complete their buying trips 
quickly and easily. 


This owner-managed building is easily 


accessible from all parts of the country. 
A subway entrance in the building con- 
nects directly with railroad terminals. 
Buses pass the doors. Good hotels are 
close-by. 

Buyers who visit this building receive 
special attention. The Visitors’ Bureau, a 
fully equipped suite of offices, is reserved 
for their use. An efficient Information 
Bureau is also helpful. The Conference 
Room, seating more than forty persons, is 
for the free use of tenants. Excellent meals 
are served in two restaurants. 

A visit to The Fifth Avenue Building 
will expedite your buying when you are 
next in New York. 


The 


FIFTH AVENUE BUILDING 


"*MORE THAN AN OFFICE BUILDING‘ 
Use QUICKMAIL 

BROADWAY AND FIFTH AVENUE 
COUPON »-fED AT MADISON SQUARE, NEW YORK 


OFFICE EQUIPMENT DIGEST September, |! 
For Purchasing Agents, Controllers, Office Managers 
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FOR 99 YEARS 


this banner has meant Reliability 


Through four wars, through buyers’ markets and sellers’ markets, through all the 
turmoils of diverse business cycles of the past 99 years the famous B & P trade mark 
has been an undeviating symbol of soundness, integrity and reliability. 


We proudly display it again, at this time, as a guarantee that all you have learned 
to expect of Boorum & Pease Company will continue to be faithfully performed. 


BOORUM & PEASE COMPANY 


GENERAL OFFICES: 84 Hudson Ave., Brooklyn, N. Y. 


Boston: 29 Otis Street St. Louis: 115 S. 8th Street Chicago: 538 S. Wells St. 
VISIT OUR NEW YORK DISPLAY ROOMS AT 349 BROADWAY 


ee 


To answer the above ad use QUICKMAIL COUPON No. 84 


September, 1941 
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No Other Pen or Pencil Comes W/ithin Gun Shot of Eversharp 
Beauty, Performance, Value—or Advertising Wallop _ __ — ; Ti 


IN OUR CONSIDERED JUDGMENT ... 
TO EQUAL EVERSHARP’S ADVERTISING COVERAGE ON “TAKE IT OR LEAVE IT” 


Here’s what any competitor would have to do 


HE’D HAVE TO BUY ADS IN EVERY ISSUE OF: 


Ladies’ Home Journal Good Housekeeping Newsweek 
ee Business Week Time 
The Saturday Evening Post 


Woman's Home Companion The National Geographic Magazine 


Redbook 
Life Liberty Collier's 


TOTAL MAGAZINE CIRCULATION — 24,800,000 


[FIGURES FROM STANDARD RATE AND DATA SERVICE] 


16 OFFICE EQUIPMENT DIGEST September, !941 5 


For Purchasing Agents, Controllers, Office Managers 
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BAKE IT OR LEAVE if!” 


iT” | 
' SKYLINE | 
GOLD CAP SET | 


14-Carat 
Gold-Filled 
Tops with 
Rich Solid- 
ColorBarrels 


WORE PEOPLE HEAR / 
‘80UT EVERSHARP) = / | : | a 


' bed i 
BR Te 
y + 


a e : " 

“NORE PEOPLE WANT — 

WERSHARP . . . . 
TUNE. IN 


: EVERSHARP’S 
[WAKE iT GR LEAVE IT” 


| fateein: BOB HAWK — CBS 
Seeeevery Sunday Evening — 
4 M800 P.A:, New: York: Time. 


For further information use QUICKMAIL COUPON No. 46 
1941 September, 1941 17 
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It’s your Guarantee of 


COMFORT 
STYLE 
DURABILITY 


So extensive and complete are the facilities of the 
JASPER CHAIR COMPANY that many buyers 
look to this line for almost every office chair re- 
quirement. 


LEATHER UPHOLSTERED EXECUTIVE CHAIRS 
POSTURE CHAIRS 


GENERAL OFFICE SWIVEL AND STRAIGHT 
CHAIRS 


FACTORY STOOLS 


Use Quickmail Coupon No. 17 to secure additional 
information or the name of the nearest JASPER 
CHAIR COMPANY dealer. 


JASPER CHAIR CO. 


JASPER INDIANA 


George A. Litchfield, Sales Mgr. 
Jasper, Ind. 


NEW YORK CHICAGO SEATTLE 


R. J. Freeman Brown S. H. MacDonald 
Orpheum Building 


E. W. Thomas. Box 3493 sepruene 
Peninsular Station James E. Fowls, P. 0. Box 118 
Daytona Beach, Fla. St. Petersburg, Florida 


OFFICE EQUIPMENT DIGEST September, |94t 
For Purchasing Agents, Controllers. Office Managers 
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How many c lations to mak e bomb? 


Or a tank, or a e of armorplate, or a gun barref, or a soldier's 
shoes? “Countl s the only answer. Before every factory addition 
is planned, bef very department is expanded, before every em- 
ployee is paid, WStore every bid is submitted—figures must flow... 
fast, orderly, reliable. ** Only Remington Rand's new Printing Cal- 
culator does this essential figure-work without duplicated machine 
operation. You know it's right becausgsawery factor of every problem 
is printed on tape for instant refer or permanent filing—even 
division is automatically accomplis every step automatically re- 
corded.e**The country over, The ington Rand Printing Calcu- 
lator is on the job—computing ir infigel detail cost estimates, 
invoices, employee's regular, pie¢ overtime earnings, in- 
ventories, taxes, percentage proble ds—saving priceless 
minutes in thousands of offices. ¢*¢ It can e YOU time that 

means money. Arrange for a full, free demofstration today— 

at your nearest Remington Rand office —or write direct 

to Remington Rand Inc., Buffalo, New York. 
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Thousands of businesses now use the 
ONLY Calculator which PRINTS 

as it divides automatically, as 

it multiplies, as it adds and 
subtracts... 


The 
Remington Rand 


Printing 
Calculator 


re _ Notselest, Standard, Portable Typewriters Adding, Colcatating, Bookhreping, Punched-Cord Accounting Machines 
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* MAKE A GOOD IMPRESSION 


‘OLD TOWN 


“ne on) ae ee ere ee r é 4 - a i Seiad ie 2 ine Sobel. ae 
pee s* ie ae! ie aaa ‘ove (aa mee. er eee ae a ie in ie re Ase 
ee ; ite g a oe ee a id i oe i «a ‘ ma (omg telat 7 ig By See 
: ‘aphe i LG ~ : ar Vane ae = ae sae a 4 foe. = a Mid p- , en Ee aa = 
is Raa ae 4S al R of a> | RO nl: oe ee a. a 7 oe i. See 
Bon a ae oar ee > ae ’ i ; a a gS goa a ae 7 Se 
a pei eat va ame ki. Z i ie Ba he awa " “ ec ae 7 i Bes 
. ere * eaeraaens aS + ae . a : ea 5) s si _ ‘ie 
fa ae ae a aS a a Bee 
eo See a SS y - a ry ee | 
Tey oe Boks ate. Pr, rer. = & ane / . ; ae 
AR a ll a | ad ' : = a Py . : 
ae. 7 De i > ins : - i ee ee men a ar ia 
sae fe ba rs ay a s i 0 Sa 2 io fr 3 if $ e lt 
ra na Sela ‘ 4 ry in ee > ‘eee aa ‘ = 
: a. eS , on -_ ce a - a 
; i ee a i; °° a es cy ie 
~ 2. Se ——— a 5 "i 
oa ee pee et nm eee 8 
= ge ‘aS ae ee Tae! ee Se ee 
. Se bre i paren - sm {an Pee 7 
z os: ’ i a . r - {a a : bd 
ae = ie eon. oe ; oes ae 7 "I = a 
‘ te te ne ee F Te: ve + Age gee agen i P Acti a a eer 
< ae i Pa Seay. x _ = ee i ae ” ee Sees: Gaeta ae 
a oe 6 ee. a oe er - i ee 
> fee ae a i a. ae yh ne i “een Te) a vs ae Be) 
ey | i) a es xe “ a ya petite $e oe he att ms 2a. ae B. aes 
E vs ae ; : o “he ; : meee so a oy Bee % eee : : = ei 
a Mg E ie ody ar a Oa at 2 eas ma : es ct al a ; ee 
Tt Te Beare” “a a Ale) 2 eee aoe ., i . hie an = a : ie 3 
sara: TS : a a 4 a Ra ; be Baca |e pan | 
Pe: . ee sa ae — ek es By e- Ese met a. " a ee | 
eos nae ban Ye pai ee eee 1 ae Pe = ae o 
i a. i -. = fa * 
mie: es sai: i A ary in a ae 3 ee eS 
ra mit, ve ce ere { i a x = ide <p eee =. pie : ee = Z q 43 Be Rees: 
: ae ie <a ee ne F Pe a ae a : —_—" ; Ba 3 peas 
Bes aS ‘a a oe = a eS Bo ae |. sa as | 
ci 2 os r ee ie A Ge ees De cay ; eos 3 ae ., 
ao (a " le oe eee ee ees = aad Sem ek = cam 7 3 oe | 
SRS ay at - F : Reeth ae Se eee ey adie alsa ee i a, 
Wyden: < 51 (aan bs =a ioe Se nh Se Sa sc oie eae te’ q a 
ae ek ee — ee) “a a é Si aati Z Gee: oe a ae as 
es ae .* i < _ oo = a ce ee: 
a: Oe = : eS Oe : ees. +) ae a 3 - 
<r) ee an 3 dal ek a. : . Hee pemaee  ae io oe 
ee | Bee ee ae a >. Sr ae ote ee ag sate an = Boe: *f 
a a ae lll eee 
| bene: | ea. - ; ‘Bee eee Ss ar oe i ie 7 ag i. 
= Se ota ae em aE al ot yl SRS ese ee fas eee ° [> i <i 
ae : a ie ie | a Sere kia re g . *. a! gee Me ¢ me aa — 4 yee 
ge. fay Sr ye - ae ee ohio Seltia  y C aE ea eee oa ete] Wes ar 2e hy q ee 
is: ae edie i cae ees een Saket ite pes. eet Sabie a a aie 
Sore re pe issn ae Si fee Sethe eS 7 eg Fa Pye P he Be po oh 2 = ~~ 
hee o, Pelee Bae oA i oer a ae aa Pr 
ees a Saar Sy ae JM pet Soe ah bn dt a_i ‘ * : an ‘a en ee 7 3 eh ore “4 
ae pect a ig he aa , es : Ane : ee ee Br: = 
fe LoS oe 8 it ial . es Ca iu | ag a 
* og a ase Rat are pay aoe ate aie Pe 4 j as a ity uw ee a 
i: ae ae ee ee bs ee ee . ae . Bt 
CRaSY; ig =, ge = ane a. Ce a “a bt aS * a wes ae a St ae a ~ ie eae: 
a tyes * “Al z By No Ss it ‘ my of ate “ oy % ’ iF Oo bie : ie set Her omen aa " ee: ye ae! 
> : ee aa ee . | 2 a ‘oD Sa a. ee oT NRER eens he 7 es! a eee ‘ee 
v= als Laat a eto + SGN 3 At oe ‘ih. Sao ee ¥ ea a Peas oa 
: ee ae cy Se ) s ie Ts eae a Ee aia ST at : . aS Cel emer i 
Lc q ee ae a ‘ i Be i : sar . { ie Hn aa Site ce, | ic. = 
Sie: jae i oe anes { ee i Paes ey i a ae Poe oat eas cae 
fp vee 7, anne ted ok fey. pe: i or ae Sar ee ‘ ee ee ee ae 
as | Sie — pe ie eee = ee vie f esd hong $ 
ct) 6 oe ao * la Bey ae ii eee SS a ieee a ; iy id Reena eae aa EO 
ea See Ly henad fy se i —~_ 9 aa —_—s. ge ef) f easy hia | — 
ray ‘a a - .* laa. < 2 See ee : |S 
Ca aii ae [a ees hCG ae <n " Oy are Be ie 
a — : M an Lay a ae . a ae ie : i eo : aa: : | 
Se . Rie bP ee - eS Ae a Se eee : A ee / eee ] 
ce tih i ar YS se \ cae a i ae % ae oe ie ae ager 
‘i> | iN Nal is et pe | ' pe cy “aaa See RS RR eae. “a OE a oa: 
rie Sang ; ait cn ia % ' eee i 2 ie . i a ue ae 
oe, a ee _ \ Nae ae ss = 1 i ae ‘ a oe LS ae 
i oe: a ie Bie \. eS eB aot ee A es 
Se eae Van Bet : B ee: | ot ue ae 5 ee aie 3 ee lear’ 
a? ao val en a Ce Ns a i 8 ee ie 
oy ae EG: hohe bet ae a ee a ees | a ee 
a Pe ae ae Bee ‘a ga in  . aa Re ee ia ee fF 3 ka at 
as ee, ; aii ae ie eee ns 2 ‘oe ee zi i ae Wee r Sie Sian cS 
dae ee ae. ay 7 Sm ee a a fees. 4 a ei 
ee Bre eae 7 Ve ao. aw | a ts ) AR 2 Ee ge aie i ; ie es Loe ae 
. Pe = ae i ‘ AN eS ae j ja 
sh ‘ are ee S. a Ce hal clas & Ss, a UE ie Ee ge lee fe ee as on mor 
te A Pere mS a 5 : 4 -_ ie 2 ea oh, alee eee. 4 a > a P Bo. a eugy 
i ee ke: MS on a U ray fl ea see ‘ 1, eee i aS. a abt i ee ei 4 eee, 
i ee Se E 1 = | yy ai ‘Snape a. oh, ae at Bc ‘ae 
SP ee) hay Ry od i <i ee | ee nc ae a a f a ee ee x 
cd Sa A a ~ oe eee | ee MO ee 7 eee kee = 
+ oo Sa ee Bee es a ‘ eae. ek we a : a Tie Gea ’ Sa nt ea ane 
eit Sia a a Ve ee a ao. | ac ee one 
ey Fe - : ‘ea : Ji ee eee ae i “4 Sap 2( 3 oa es Fo Ae 
< a a) si ee os \ \ ee ae oS ae | 
; os a4. — See Da or, orn | >. Pa ~ ae oe ee eo ge Eee 9h i ke 
4 eee =. 2 i eal ie eS he eies Soh ee or | 5 Poot sh ie hE Sie Bs Rees 
a3) pet ¥ , As ee i. a Be ee) > ae aaa ‘a haa : 
wee i é a . Z “a Fi yo ge re ce oe a ) > wie = ee 
Meee Se 3 ao: BM i a See 4 es ee . a ja, =e: 
Oe. i<aom ae oo oe a Saaeeum, -e es noe Gas ‘a ie “ ao yen 
Lay oS ae “ae ee me 4 me LEO. = o. oe a eae pe: at ETE Pee oa 
Wh ac Par, ye ee a yor ee a ee aah x q ha a Ne NS Es ine 
ea ae ae: a es bs ae & GP an te by! Be oir ea i 
Piety Rare eet | ye eg pea es ee ee en Pee ee _— SS Cae Be 
zs mn = * oe ‘ 1s ea a ery Sree ae — ee. Ue a ¥ 7 a TA Pie cab ee ‘ee 
YO ee. a) » ead ae ee. ee Bt aa Bie Eecig ae Oe Bes 
7% ey. oO 7 aoe ee) ies Beat oe ce a? ieee Bae Shan Pe ha t B® ‘oe Je meg 
eo les peta’ aed TA 7 jo ae . ed ee hoe eo gy et 7 NG — ) je 5 
i a ae os “aa = “ee og ie eae “leak Hea Ge George 7 eo, ¥ oR ca ri Bo 
ee. 2 ee ear 2 a, — ei ee, ee a own ie ae ee fie a ame 
Poh el + eae ee hh 4 eee Bey ish ee os, ie + Se ee i Sone Pee * aa eas 
og te ee eo: “2 eh eee ane ee ) i en ee i ie oy 
NS ey oe) ee o ee ae ee ee ANG : es aa 3 
Sects ae fae! ce 4 4 eee ee Oe je ‘ erst , SR ae 
Gi as OF ae iy, ee AS, an oa 9 J a ee “ ee a aig 
Een ee ; DoE SY Oe a. 5%: =a ee ee ae ee ae ee oe ee ae 
yo eg Pay $ ‘i, a : ori = > c : i eee oe ee Eas 
) aL ae ca 2 Dy. *EQh..Z a a _ ae a ae eee ‘ Ly = ee ye | s. Sis 
ee UES an oe ae Pe Cl ae ata 2 
ig ae ee c..” “Ne ie a i 4 et ae ; eens a a e 
Go: a : aN Dison ee Beier ie eae fs : we dain ee > iii a ee ne 
ec, Sete Bc ee a en = a es Bee: a 3 eee a 
ce Sad : salina ela aes ey gee aes Bee ¢ < : JOLY peg 
ae ok Fy ale. ie oa Ng = wey eae ; cee ee Tee | 1 aati 3 ee fet, on 
i ee ie : i at (ee “ey ee ee te a n i) ae yo = Hy 
s' = | rs a . Falla er iS) ah = A a ee ae Bikey ee 
. : aa * ae a Bae ce ae es. ae ne : 5 Sain oe 
2 i Af ee _ oi edhe — ; 
ss i ae a ae , an ne ie 2 2 ee a = 
; to." saat a ere. > a a ye fee ee ae Ree ty ae ae eer 
en, eee ee Ree ie Bt (ee Soa ae e a” rn ' — | ae —— 
ma ee Ta re eas ‘= ie | ENE ee 7 7 oe | 
my al: oe” ie e = ee 4 ee ‘ieee, ° i . hs ae ae — | 
hee J oe Be he oS aE 7 =. om" bse eee 2 Bea 8 a ee e Sees yi 
<a ene ie * 24 a \\ ooo i mee De fe SM » .- eens ES. ; Be 
os . 7a a ee: * 3 + eo ; cee pee Sas = ; 
K Ly o. oe 3 a ‘gn ie Bee 4 ant " ie e oe ae ae 
5 a mr oa Te sae © 3. : ed ee <a 
5 eS aa a ix Liye ee j | ae i ae ek 
aes Gee ae ir e = eee oie} Stee id ee oe ice 
. Ie £4 Bl ae ae 4 =e 2: bi ; | re . , ree re SA 
er per e+. toe — Phos ee e ; ae < ’ eS aaa ses 
ae * ie a a. ll , oe Fi ser is we ies 
oe ee Pe S< aie ae ‘ > 2 oe +. fi ' - <i> bs é ar 
CS Teaieahe ee Bon ae De as i g E ogee 
co i per ae = Se i * ‘ i 
See Tae ee Be cs . =e < a z asm 2 
La _ | — os:  . 
Vcaien, “as Be. i “ie o +6 3 y —ae ‘ axe F. 4 eee eae 
: + > 2s oa SS . 7 mee oS Pr 38 ee Bie eee: 
x a a ieee ce a Be (eit am i aA 4 ee 3 ‘ a oa ca 
Pat - i ae ay aan © Tia 2 % a a et re 
tee a ee 4 ae : a ee © = ‘ « ‘ pe 
¢ ae ae ve a aac east aa 7 ‘. a patie 7 F h i es 1 
a a ‘i Lae 1 gee ed ee a : , aie 
Rios UR ier ee ie age % fr ' ( on —- ae 
7: ae on am Oe ; ¥ ~~ .c fi = es ae 
= Sa ah a ee See - ; ite A id errs: 
ey. 4 "haa > BES fo Gee SS: 
ti ag , ie e Pont 2a 3 > a : Pad os oe 3 ee aus 
; hoy . a fe oo ae bh ops : . eS eae 
a ove a ‘a on. d i cQ A. eo - : ee fas 
‘ = Sa ie _ Best eae : - ee » OES ae se 
i ; a EASIER Ui: ; o 
epat j 6 ‘ ¢ ee . ¢ i Par + - ere 
j 2° De Cee aa me Ly Eo 
eed } > \ a “ii il aig hh eg ee P " : : 
3 gen oa < —. ce ae. . 
wap ‘ae ¥ eee. & st ak ie 
i a ' ee ar ‘ 
i” im” > : Z . no eae uae . - —_— 
a 4 ea fo —ee ‘ . <3 
aL Pedic io bur eee - eee Sn 4 a 
¥ ae | 
Holl ei” r a 
a f 7 aa - a ei : mee a Ea 2) ere 
oe = * ae ae wok ae Se aes an ie ow we =f 
fe as « oa meee we ae = ae ie 
: R.. a ee . “ Pat oe ae Se aE: oe ee. a 
Wiad) \s eee yy ag a é a sD a es) 4 nee ye a Pi a eS 
= f * ‘ ean ita Be, re r Po a ‘ ne - 7 i ay fs). = 3 eg 
fi Pes Lee ; ee Da : - = =. oo “ae a aes a ae a a ee 
\ ken, re | el ae ae a a. LS Liem a oe 7 eo es 
Pet x i Te io a ee ee oe aa ee ¥ a 7 ae 
} ah gn een gee lw a ine 


Hold Your Horses - 


HERE COME THE ELEPHANTS! 


Parker's 
Merchandise Jubilee 


To answer the above ad use QUICKMAIL COUPON No. 25 


September, 1941 21 
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QUALITY... ECONOMY 
LOW REPLACEMENT COST... 


er AULILESs 


REG. U.S, PAT. OFF, 


LOOSE LEAF BINDERS 
...the ideal Binders for 


your accounting needs. 


FLEXI-POST 


The First Chain Post 
Binder... and still 
The Leader. 


FAULTLESS TYPE “A” 
VISIBLE RECORD BINDER 


The sheets lie flatter 
—wear longer— more 
rings to carry sheets 
... when in posting 
position. 


THE ORIGINAL 
SLIDE OPENING 
RING BINDER 


cen FAULTLESS 


the tearing of sheets. All 


Standard Bindings with or LOOSE LEAF BINDERS 
without Zippers. 


are sold by 
SECTIONAL THE 
POST BETTER 
— DEALERS 
“Prog a 
“' | is = napidieck” E Vv E R Y w H E R E 
ee “Stalok” =" 


STATIONERS LOOSE LEAF COMPANY 


524 NORTH BROADWAY + MILWAUKEE .. . NEW YORK «+ 237 LAFAYETTE STREET 
22 To answer the above ad use QUICKMAIL COUPON No. 24 September, |941 
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EVERYDAY 


Semen reise ee 
apes DEPENDABLE GLOBE-WERNICKE 
seme! OFFICE ACCESSORIES SPEED UP 
BUSINESS ROUTINE...SAVE MONEY 


BOX FILES 
Meet most every 
filing requirement. 


Available in fif- : . ° 
aes egal Many business concerns find that it pays to use 


emg | dependable Globe-Wernicke “business-helps.” 
They speed up office routine . . . increase effi- 


ciency ...save time and money ... enable your 
employees to do more work with less effort. 


For over 50 years Globe-Wernicke has won wide 


BESS recognition for dependable quality merchandise 


ee oe = , ;, 
Masonite board. — needed in every office. cree 
spring for holding | J COUPON wolf 


papers. Note, let- 
ter, cap, and way- 
bill size. Consult the Globe - Wernicke 
dealer in your community .. . 
he will be glad to suggest 
AGATE CARD of items that can be used to a 


INDEX TRAYS ; 
Mode: of hekae good advantage in your office. 


binders’ board... 
wood bottom. . . J ‘ 
steel follower . ype * a FACTORY AND GENERAL 
= < o OFFICES ARE LOCATED IN 
- ; . x CINCINNATI, OHIO 


Globe-Wernicke . . . a most extensive 
line of stationers and office accessories. 


G obe Ween ieke 


—  Gincinnati, Ohio — 


MAKERS OF OVER 4000 ITEMS NEEDED 7 OFFI 
and Wood Office Furniture, Filing Equipment, Bookcases, Partiti 
Wood Equipment for oe, a and Public. Buildings Fil 
- Stationers’ Products; Storage and Visible Record Equipment and 


September, 1941 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


 . real sz a, oF eS 4 ie aoa : ia cae et — ; = = - | ee z ; 
<I : 
ao = «OF 
re 
¥ a | 
J “ACCESSO” a 
ee WOOD DESK | 
Af TRAYS . 
“oy Wide hand open- 
a ree ings on. all four 
mar A sides and bottom 
2 make it easy to 
Ech epee.” | | 
; 
, 
p 
* r - a. | | ; 
y ae pars ce . 
a * yer we oe eras : ouenaan ; 
FOLDING =" ore st ae we <aeetR Te” Wn) oo hie amt 
v ay —— sal Rone abe _- - ¥ 
ee 2 Wier cs * 
— a - fs . ~ a ‘ ’ ; 
Sturdily built to | ae = “d\n i eo 
give long, useful : a ~ —— Sees” 
service .. . easily Va te § Mei. oN) , i Le ie . 
set up. . . lid type & i + he 4 = esi i) n begs Bis ; 
aes strings... : ’ mn —— att Til! i pene a ae 
hare ae AS | ieee Ba > E 
— - "y eo ery fey Z Th ad 
ee 1 ep — : i 
i _ io oe : a ss _ p a 
$ - “— : *, . . ' om e 
- ke - : 
E oo : | 
Globe S 7 
Service % - Special Steel | 
; : 75 ~ ing. ‘ya le | ey 
ee 2 : 
aa = ae : 4 et gy - rl Sd a - = a <a E 4 oa : hate te ; — a 


Superior 


adaptability puts 


Postindex visible 


index files far ahead of 


the field. 


Drawer Cabinet 
Model 8 


Rotary Stand 
Model 12 


e Postindex is the ideal Visible Index File. It 
offers you exactly what you need at a time 
when accurate control, with a minimum of 
lost motion, is more important than ever. Post- 
index Visible Index system gives the life his- 
tory of each item, signals the desired action, 
and can be kept up to date economically and 
with a minimum of effort. 


Postindex is unequalled for adaptability. The 
Trunnion Wire form holder, actually a roller 


bearing form spacer... 
ers for single cards . . . four-page forms... 
hinge clips . . . and combinations of pocket 
form and cards on hinge clips are all advan- 
tages that can’t be matched. 
Write today for information 
to: POSTINDEX DIVISION, 
ART METAL CONSTRUC- 
TION COMPANY, JAMES- 
TOWN. N. Y. 


the pocket-type hold- 
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SPostindex Visible Liles 


A DIVISION OF 
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in home 


and office 


(ACTUAL SIZE) 


DESK DISPENSER 
and !/p x 792 inch Roll 


$1.25 


at your stationers 


This magic tape is transparent as glass and seals in- 
stantly with a touch of the finger—no water required. 

Try it in your home or office. Scotch Tape mends, 
seals, and holds—so easily—so quickly. 

You can save time and trouble every day in the year 
mending torn book pages and office records, sealing 
packages, holding snapshots and clippings in albums, 
and in many other ways . . . Housewives find it as 
handy as their needle and thread. Many offices and 
banks are making it standard equipment. 

Made and patented in U. S. A. by 


MINNESOTA MINING & MFG. COMPANY 


SAINT PAUL MINNESOTA 


To answer the above ad use QUICKMAIL COUPON No. 49 
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STRAIGHT CUT Folders 


(not printed) 5 weights, 4 
grades. 


1/2 CUT NAME AND 
NUMBER Folders 5 weights, 
4 grades. 


FILING POCKET. Stocked 
in a variety of tabs and width 
of gussets. 


You are facing the greatest Transfer Season in history—but, will 
you be prepared for it? 


Millions of guides, folders, labels, cards, etc., will be required for 
the transfer of National Defense Records. Your share in this great 
buying surge will depend upon the completeness of your line and 
your ability to fill orders from stock. 


“Y and E,” with its extensive line of transfer supplies, offers you 
one complete source of supply for thousands of stock items. Trans- 
fer supplies made of superior quality to meet the severe needs of 
business operating under a war economy. 


The completeness of. the “Y and E” line, the tremendous 
inventory of stock items, and the quality of the products, make the 
**Y and E” franchise more desirable now than ever before. Write 
today, and let us tell you how this valuable franchise may be 
secured. 


YAWMAN AND ERBE MFG. CO. 


1099 JAY STREET, ROCHESTER, N. Y. 
“FOREMOST FOR MORE THAN SIXTY YEARS” 


To answer the above ad use QUICKMAIL COUPON No. 54 


“Y and E” DIRECT NAME 
Folders, plain of reinforced 


“Y and E” PERIOD Folders. 
Stocked in sets of 2,4, 6,12 
For all Filing Systems. 


September, !941 
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The Smartest Line of "Related" 
Merchandise on the Market! 


FROM $2.95 TO $10 every Waterman’s now has the 


style, the lines and even the “feel” of the greatest 


of all Waterman’s—the 100 Year Pen. There’s the 


302” — sells at $2.95. The “352” at $3.50. The 
“515” at $5. The “852” 100 Year Pen at $8.50. The 
1002” De Luxe at $10. And all of them in the 


sweetest varicty of colors you've ever seen—and 
in sets that will knock your eye out! 


INKQUADUCT* FEED is a feature of each of these 
new Waterman’s regardless of price. That means 
smoother writing—-easier writing—for this exclu- 


sive feed is completely automatic; does away with 
shaking and scratching completely. 


OTHER WATERMAN'S include a new Physician’s 
set of pen, pencil and thermometer—a new Nurse’s 
set of two pens and pencil—a host of desk sets for 
every purpose-—-Waterman’s Signagraph Jr., for 
signing checks in quantities—ladies’ styles and 
colors in every price range. And, of course, there’s 


Waterman’s Ink—in every commercial size, and 


werrritifiLtiIRLol Mea 


-* 
_ caaliauwntii 
eS! 


¢, 


colors for every purpose. Ask your supply man 
= about Waterman's today —or use QUICKMAIL 
Ideal COUPON No. 51 direct for information. 
ey” 1002 — 
$10.00 L. E. Waterman Co. + 55 Broapway, N. Y. C. 
Union Made 


*Reg. U.S. Pat. Off. 


September, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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WHEN AN OFFICE CHAIR 1S PUR- 
CHASED, MAKE CERTAIN THAT 
IT GIVES MANAGEMENT PROF- 


ITABLE, LONG-TERM SERVICE 


4 Management needs the efficient work that is possible from chairs with 


all-round comfort...body relaxation that promotes mental alert- 
ness. @ GoodForm Adjustable Steel Chairs are comfort-matched -to the 
physical characteristics of the individual workers...allow freedom to get 
the work done. ¢ In selecting an office chair, consider this important 


seating factor. Choose the modern GoodForm Adjustable Steel Chair. 
To answer this ad use QUICKMAIL COUPON No. 5 
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SANITARY 
SMOOTH 

EASILY CLEANED 
STAINPROOF 
WON'T SCUFF 
WON'T FADE 
ECONOMICAL 


MADE ONLY BY 
MASTER-CRAFT 


Bh 4 the Newest Binder on the 
Market -— Handsome — Durabie — 
Amazingly Practical 


This new plastic-finished MASTER*CRAFT Binder is really sensational. 
See itnow. Plan to replace those frayed old binders with these beautifully 
finished new models. 


To utilize Plastic—today’s wonder: product; MASTER-CRABT has orig- 
inated an entirely new manufacturing process. And—before. placing 
these plastic binders on the matket MASTER-CRAFT has tried and tested 
theminthe most punishing service. We KNOW they're not only scrik- 
ingly handsome but remarkably durable. We know you will like them! 


Plastic binding is now available in the popular sizes of end lock or cop 
lock: sectional posi binders, with the choice of two attractive colors— 
Btonze Pearl or Black Pearl, (illustrated), Ask our local dealer about 
these handsome new. binders: or use QUICKMAIL COUPON No. 3. 


Kelamazoo, Mic. 


‘GHAW WALKER “22225: 
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local dealer. 


CHANGEABLE POINTS 


... Kerr pen points are smooth-writing, easy to change, 
and there's a style to suit every style of writing. 


RENEWABLE FILLING UNIT 


... Kerr Pens have a standard screw-in filling unit that is 
easy to replace and costs very little. 


ALL PARTS INTERCHANGEABLE 


..- All Kerr pens are identical in size and fit all the sockets 
just as all the sockets fit all the bases. 


These exclusive Kerr features enable you to service your own 


pens completely at little cost. No bothersome shipments back to 
factory for repairs. 


KERR CHANGEPOINT 
FOUNTAIN PENS 


This practical, simplified fountain pen 
is the pen most widely used today by 
Banks and Business Houses. It offers 
these unique advantages which every 
commercial user can turn into actual 
savings in time and money: 


Filling Unit Clip 


Cap 


Barrel 
Transparent 


Write for information and name of your 


‘W. K: KERR PEN COMPANY 


TULSA - OKLAHOMA 


Changepoint 


Write for 
Prices and 
Name of Your 
Local Dealer 
USE 
QUICKMAIL 
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SELL 
= 15 THE ORDER OF THE DAY! 
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“SWINGLINE” Speed Fasteners @ SEER ATIC’. Tacker @ “SPEEDWAY” 


File Fasteners, Paper Punch @ “S 


EDO” Index Tabs, Indexes @ “PARR” 


Rubber Bands, Finger Tips, Typewriter Keys @ Erasing Shields @ Binder Clips @ 


Brass Fasteners. 


The wings of “SPEED” join the wings of the great 
American eagle. In the growing achievement of 
national defense—among hundreds of new defense 
departments, thousands of new defense workers, mil- 
lions of interrelated defense papers—Speed Products 
are playing an important part. 


Speed Products Company is proud of the privilege 
enjoyed in diverting a portion of its output to the needs 
of American security. In such a contribution, we 
feel we are helping to preserve a further privilege— 


that of serving you in the grand American manner for 
years and years to come. 


We accept, as you do. the slight inconveniences that 
go hand in hand with emergency. Heavy defense 
requirements mean some disruption to regular trade 
distribution. But, we are not unmindfui of the loyal 
support we have received from you and our thousands 
of other dealers. We are striving diligently, continu- 
ously, successfully, to insure that your customers’ in- 
creasing demands for Speed Products will be met with 
adequate stocks. 


* SPEED PRODUCTS COMPANY x 


37-18 Northern Boulevard ° 


Long Island City ° 


New York 


To answer the above ad use QUICKMAIL COUPON No. 72 
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AN INVITATION... 


TO TRY THIS 

MACHINE ae 
ON YOUR | | f : ‘a = ae "on ee 
OWN WORK &f 


Witt you try the Underwood Sundstrand Adding- 
Figuring Machine in your office without any obligation 


y 
to buy it? 
We want you to know what the Underwood Sund- i 
strand will do for you in your business . . . how it will . 
speed up your work and cut your figuring costs. This EYES ON THE WORK 
simple ten-key machine that is so easy to operate— NOT ON THE 
adds, subtracts, multiplies, divides with amazing speed KEYBOARD ie operator's eyes are 
and accuracy. fixed upon her ‘‘copy.’’ There’s no head-swing- 
Why not telephone or write today? ing or eye-shifting to induce fatigue and invite 
| 
Adding Machine Division... UNDERWOOD ELLIOTT FISHER einen: ta gpa: then: gon: Sime eae Oe 
7 COMPANY ... Adding Machines, Typewriters, Accounting Machines, Secrets of Underwood Sundstrand speed and 
Carbon Paper, Ribbons and other Supplies 
One Park Avenue, New York, N. Y. Sales and Service Everywhere. acres}. 
Underwood Elliott Fisher Speeds the World’s Business. 
ADDING-FIGURING MACHINE 
Copyright 1940, Underwood Elliott Fisher Company To answer the above ad use QUICKMAIL COUPON No. | 
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HERE IS a doctor in the house 

when you keep Duco Cement 
in the office. It mends just about 
anything that’s likely to be broken 
between reception room and ship- 
ping department. 

Try it on broken drawers, filing 
cabinets, hatracks, bookcases and 
such. No matter whether they’re 
metal or wood—it holds with a 
bulldog grip. 


Try it on torn books, lamp- 


shades, wastebaskets, upholstery, 
linoleum and the like. It’s flexible 
and transparent—for a bang-up 
mending job. 

Duco Cement holds perma- 
nently on almost anything ex- 
cept rubber. 

And one tube calls for more! 
Keep a tube handy to everybody 
in the office . . . handy for every 
little job that’s better mended 
quickly. 


Duco Cement is even more 
economical in the small carton. 
The Du Pont name guarantees 
its quality. Get a carton today 
from your stationery supplier. 
E. I. du Pont de Nemours & Co. 
(Inc.), Wilmington, Delaware. 


Be sure to tune in ‘‘Cavaicade of America” 
NBC Red Network ... every Monday eve. 


CEMENT 


To answer the above ad use QUICKMAIL COUPON No. 55 


September, 1941 
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QUICK MATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System — a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


1. Only | minute plus Ic to make an inquiry. 
2. Brings you the latest information. 

3. Identifies the source of your inquiry. 
4. 


Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
pon on your envelope and 
enclose your inquiry or 
order for specific mer- 
chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use ie & 4S a Coupons Opposite wy P P. age 


34 OFFICE EQUIPMENT DIGEST September, 1941 
For Purchasing Agents, Controllers, Office Managers 
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"Her Your Sept. Ad 


Fisher Co. 

1 Park Ave. 

New York 
N. Y. 


The General 
Fireproofing Co. 
oungstown, Ohio 


Joseph Dixon 

Crucible Co. 

Dept. 53-J6 
Jersey City, N. J. 


Quality Park 
Envelope Co. 
11-116 Mdse. Mart 


Chicago, Ill. 


Jasper Chair Co. 
Jasper, Ind. 


Sturgis Posture 
Chair Co. 
Magnolia St. 
Sturgis, Mich. 


Parker Pen Co. 
Janesville, Wisc. 


Codo Mfg. Corp. 
509 So. Franklin St 
Chicago, Ill. 


Milo Harding Co. 
435 W. Pico Bivd. 
s Angeles, Calif. 


Koh-l-Noor 
Pencil Co., Inc. 
373 Fourth Ave. 

N. Y. C. 


Gregory 
Fount-O-Ink Co. 
2652 Pasadena 


Wilson-Jones Co. 
3300 Franklin Bivd 
Chicago, IM. 


Send Details Per 
Offer Your Sept. 


Send Details Per 
Offer Your Sept. Ad 


t Digest Office Equipment Digest Office iveR : 


Send Details Per 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest Office Equi 


Send Details Per 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest Office Equipment Digest Office Equipment Digest 


Offer Your Sept. Ad 


Offer Your Sept. Ad 


Office Equipment Digest Office Equipment Digest 


Oflice Equipment Digest 
Offer Your Sept. Ad 


Otfice Equipment Digest 
Send Details Per 
Offer Your Sept. Ad 


vEYER'S GEYER'S GEYER'S GEYER’ GEYER'S GEYER’S GEYER’S GEYER'S GEYER'S GEYER'S GEYER'S GEYE 


‘ice Equipment Digest 


Send Details Per 
Difer Your Sept. Ad 


Carbon Mfg. 
Co., Inc. 
Glen Cove, 
L. L, M. Y. 


Sengbusch 
Self-Closing 
Inkstand Co. 

925 Sengbusch Bidg 
ilwaukee, Wis. 


The H. C. Cook Co 


18 Beaver St. 
Ansonia, Conn. 


Cardineli Corp. 
15 Label St. 
Montclair, N. J. 


Metal Specialties 
Mfg. Co. 
3210 Carroll Ave. 
Chicago, Ill. 


Acco Products, Inc 


39th Ave. & 24th 
Street 
Long Island City, 


The Wholesale 
Typewriter Co. 
155 Sixth Ave. 


Old Town 
Ribbon & Carbon 
Co., Inc. 
750 Pacific St. 
rooklyn, N. Y. 


Universal Office 


Equipment Co., Inc 


561 Broadway 
New York, N. Y. 


Zephyr American 
Corp. 

31 West 47th St. 

ew York, N. Y. 


Neva-Clog 
Products, Inc. 
Connecticut Ave. 
& Logan St. 
ridgeport, Conn. 


Eversharp, Inc. 
1800 Roscoe St. 
Chicago, Il. 


; 


Offer Your Sept 


Send Details Per 


Offer Your Sept. Ad 


Send Details Per 


Office Equipment Digest Office Equipment Digest Office Equipment 0 
Offer Your Sept. Ad 


Offer Your Sept. Ad 


Ollice Equipment Digest 
Send Details Per 


Olfice Equipment Digest 
Send Details Per 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest 


Office Equipment Digest 
Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest 
Offer Your Sept. Ad 


Olfice Equipment Digest 
Offer Your Sept. Ad 


Office Equipment Digest 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest 


VEYER’S GEYER’'S GEYER’'S GEYER'S GEYER’S GEYER'S GEYER'S GEYER’S GEYER‘'S GEYER'S GEYER’S GEYER 


ice Equipment Digest 
Send Details Per 


Master-Craft 


Loose-Leaf Division 


Kalamazoo, Mich. 


Eagle Pencil Co. 
703 East 13th St. 
New York, N. Y. 


L. M. Bickett Co. 
Watertown, Wis. 


Art Metal 
Construction Co. 
amestown, N. Y. 


The Victor Sate 
& Equipment Co., 
Inc. 


North Tonawanda, 


C. L. Barkley & Co 
517 S. Jefferson St 


Chicago, Ill. 


The Fifth Avenue 
Building 


Broadway and 5th 


Avenue 
ew York, N. Y. 


Dawn Mfg. Corp. 
Div. Hall-Welter 
Co., Inc. 


ochester, N. Y. 


Send Details Pe 
Offer Your Sept 


{ Digest Office Equipment D 


Offer Your Sept. Ad 


t Digest Office Equipment Digest Office Equ 
Send Details Per 
Offer Your Sept. Ad 


Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Offer Your Sept. Ad 


Office Equipment Digest Office Equipmeat Digest Office Equi 


Office Equipment Digest 
Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest 
Offer Your Sept. Ad 


Office Equipment Digest 
Offer Your Sept. Ad 


Office Equipment Digest 
Offer Your Sept. Ad 


Send Details Per 
Offer Your Sept. Ad 


Office Equipment Digest 


‘EYER’S GEYER’S GEYER’S GEYER’S GEYER'S GEYER’S GEYER’S GEYER’S GEYER’S GEYER’S GEYER’S GEYER 


ce Equipment Digest 


a Send Details Per 
ifer Your Sept. Ad 


Rite-Rite Mfg. Co. 
1501 W. Polk St. 
Chicago, Ill. 


Wm. Scholihorn 
Co. 
New Haven, Conn. 


Ace Fastener Corp 


3415 N. Ashland 
Avenue 
Chicago, Ill, 


Blaisdell Pencil Co. 


141 Berkley St. 
Philadelphia, Pa. 


Paramount 
Products Co. 
Dept. 9-FED 
545 Fifth Ave. 
iew York, N. Y. 


Stationers Loose 
Leaf Co. 


524 N. Broadway 
ilwaukee, Wis. 


Standard Record 
Co. 
104 S. 4th S#. 
Brooklyn, N. Y. 


Dennison Mfg. Co. 
Framingham, 


Security Steel 
Equipment Corp. 
Avenel, N. J. 


Oakville Co. 
Waterbury, 


ane. 
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fick coupon on slamp side of penny posi- « 


ACK COUPON ON ¢)..715 


e card, Write your firm’s name and address : card. Write your firm's name and address ¢ f my 

% po torr ase ipa poo $ on back of card and mail. You will receive * on back of card and mail. You will receive <. Wile Your sae 
i me _ nal. Vou will 1000. sicularsreleered toln cur eden the Outside © particulars relewed to in our od on page 3. °°” Sot oo! mall, Youll 
¥ particulars referred to in our ad on page 4. * . © Particulars referrec in ouraden 
: - arene eeu: * Seek Cover. ° COLUMBIA RIBBON & CARBON s | oe 
> cas $ 3 SHAW-WALKER, MASTER-CRAFT + 2 MFG. CO., INC. : RWOOD : -LIOTT Figuam 
aie . - e 
we : : 

So rer Seer eer e itty Serre rrr ire ennns 


on back of card and mail. You will receive 
particulars referred to in our ad on page 85. 


8 WM. SCHOLLHORN CO. 


eeeesecee 


. 
Stick coupon on stamp side of penny post- ¢ 
card. Write your firm's name and address ° 
on back of card and mail. You will receive ¢ 
particulars referred to in our ad on page 77. « 


12 ACE FASTENER CORP. ¢ 


ian 


te neerentiedennge® 
card. Write your firm's name and address ° 


a © on back of card and mail You will receive » 

particulars referred to in our ad on page 79. « 

. 

16 BLAISDELL PENCIL CO. . 

ee ” 
by . 
F s 


. 
Stick coupon on stamp side of penny post- ° 
card. Write your firm's name and address ¢ 


on back of card and mail. You will receive 
particulars referred to in our ad on page 80. 


20 PARAMOUNT PRODUCTS CO. 


. 
Stick coupon on stamp side of penny post- * 


See eeeeecrccccessceveseveessessesscseseessssesseses esse sesrssessesesesesssesessees 


Stick coupon on stamp side of penny post- > Stick coupon on stamp side of penny post- 
card. Write your firm's name and address $ card. Write your firm's name and address 
on back of card and mail. You will receive © on back of card and mail. You will receive 
particulars referred to in our ad on Inside : particulars referred to in our ad on page 72. 


Gare. : SENGBUSCH SELF-CLOSING 
7 EAGLE PENCIL CO. + 6 INKSTAND CO. 
. 


POOP eUrUPUCECeCEOCCerrrrrrery err rrrrcrrrererrerrrrr rr errr er rer rrr rere rr reer errr Tree ey 
. 


. 

ps 
Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny post- 
card. Write your firm's name and address * card. Write your firm's name and address 
on back of card and mail. You will receive ° on back of card and mail. You will receive 
particulars referred to in our ad on page 81. ~ particulars reterred to in our ad on page 69. 


"1 L. M. BICKETT CO. : 10 THE H. C. COOK CO. 


seeeeeeeerecereseceesenscerepeeceeeeeeeceaeeeeseeeeseseumeseneeeeeaeeeeeesaseeeeees 


Stick coupon on stamp side of penny pos 3c -_ side of 2 
card. Write your firm's name and address * ’ ‘ ' y 
ienadententy Veal e card. Write your firm's name and address 
“ ‘vehi st e sot on back of card and mail. You will receive 
ond 75 mewegrenen $ particulars referred to in our ad on page 63. 


. 

14 CARDINELL CORP. 
15 ART METAL CONSTRUCTION CO. $ 
_ 


pe er ee ae nee Eee PNT SR ARTO MNOS IESA SHORTS Lpowseowevensncese Con nqoeseesnlNsT Ts eses Cnn 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail You will receive 
particulars referred to in our ad on page 64. 


THE VICTOR SAFE & 
19 EQUIPMENT CO., INC. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 71. 
8 


METAL SPECIALTIES MFG. CO. 


Stick coupon on stamp side of penny post- Pd Stick coupon on stamp side of penny post- 


ePeeeeeseeeeeeeeeeeeeeee 


card. Write your firm's name and address « card. Write your firm’s name and address > 
on back of card and mail. You will receive ¢ on back of card and mail. You will receive ° 
particulars referred to in our ad on page 22. $ particulars referred to in our ad on page 66. . 
24 STATIONERS LOOSE LEAF C8..¢ 23 Cc. L. BARKLEY & CO. > 
° ° 
. . 


otal ata kk agile taadaaula i niall 


: 
Stick coupon on stamp side of penny post: $ a a 
card. Write your firm's name and address card. Write your firm's name and address $ 
on back of card and mail. You will receive $ on back of card and mail. You will receive * 


particulars referred to in our ad on page 81. se particulars referred to in our ad on page 6. : 
28 STANDARD RECORD CO. § 27 MITTAG & VOLGER, INC. * > 
id + 
. . 


card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 74. 


22 ACCO PRODUCTS, INC. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 55. 


THE WHOLESALE TYPEWRITER 
co. 


. ° 
ee eee ee ere OO OLS PLSOSOSSSCODOS OE OO OS OMS OLEDODED 00 HOODSDOCOCOOOSOO 
- 


Stick coupon on stamp side of penny post- + 
card. Write your firm's name and address $ 
on back of card and mail. You will receive ° 


$ Stick coupon on stamp side of penny post- 
pe yes eats coment ob $ card. Write your firm’s name and address 


a Aiedhidh enh Ghai ty alll $ on back of card and mail. You will receive 


4 
“a 


Pa 
= 
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28 
‘a 
5 


; and 9. ° particulars referred to in our ad on page 65. 
a: SECURITY STEEL EQUIPMENT 2 35 DAWN MFG. CORP. 
i 36 CORP. ns 

. 


particulars referred to in our ad on page 12. * particulars referred to in our ad on page 14. 


32 DENNISON MFG. CO.$ 31 THE FIFTH AVENUE BUILDING ¢ 
: ° 
+ 


Stick coupon on stamp side of penny post- 5 
card. Write your firm's name and address Stick coupon on stamp side of penny post- 
on back of card and mail. You will receive + @°d. Write your firm's name and address 


particulars referred to in our ads on pages 8 ¢ on back of card and mail. You will receive 


TETTI IIIT TTT ITI TIT IITTTiTrirrerrrrerrrrrrrrrrrrrrTTTeee 
. 
. 
Stick coupon on stamp side of penny post- $ Stick coupon on stamp side of penny post- 
card. Write your firm's name and address * card. Write your firm's name and address 
on back of card and mail. You will receive ¢ on back of card and mail. You will receive 
particulars referred to in our ad on page 5. « particulars referred to in our ad on page 10. 
. 
40 OAKVILLE co. s 39 THE BATES MFG. CO. 


* 
id ost . . 
ene m ¥ ’ $ Stick coupon on stamp side of penny post- * 
card, Write your firm's name and address * : . 
7 . © card, Write your firm's name and address « 
on back of card and mail. You will receive « : + 
: REE AER 58.° on back of card and mail. You will recewe » 
’ oes “a particulars referred to in our ad on page 58. § 
AUTOMATIC PENCIL « . 
“a SHARPENER CO. ° 43 MOORE PUSH-PIN CO. ° 
. * 
sa eeerereneccccccencccccsceetecsceccesesesccccceeeseocees 
. 
e . 

es 
Stick coupon on stamp side of penny post- ¢ Stich coupon on stamp side of penny pest * 
card. Write your firm's name and address « card. Write your firm's name and address » 


on back of card and mail. You will receive s on back of card and mail. You will receive ¢ 
particulars referred to in our ad on page 30. $ particulars referred to in our ad on page 19. 


~ 
. 
REMINGTON RAND, INC. $ 


48 Ww. K. KERR PEN CO.3 47 


e particulars referred to in our ad on page 20. 
. 


OLD TOWN RIBBON & 
30 CARBON CO., INC. 


. 
SSSSSSSSSSSSHSSSESHESSHSSSSHSSSHSEPSSSSHSHSSHESHEHEHSHESESESESHEHESESHEHEEPSSSESSEESEHESESEHSESESEEESESE 
. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 84. 

UNIVERSAL OFFICE EQUIPMENT 
34 co., INC. 


Seeeeeeeeseseeeeeeeeeeeeeee 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 66. 


38 ZEPHYR AMERICAN CORP. 


Stick coupon on stop side of peng 
card, Write your firm's name and 
on back of card and mail. You wi 
particulars referred to in our ad oq 


5 THE GENERAL FIREPROOFING 


Send Cetetts Por 


‘ » Your Sept. Ad 


Stick coupon on stamp side of peggy 
card. Write your firm’s name and 
on back of card and mail. You wil 
particulars reterred to in our ad on 


9 JOSEPH DIXON CRUCiEE 


eeeeseeeeeeecesseeee 


Stick coupon on stamp side of penmp 
card. Write your firm’s name and 
on back of card and mail, You wil 
particulars referred to in our ad on 


13. QUALITY PARK ENVELOPE 


Se Da Ce A A ea 


Stick coupon on stamp side of penay 
card. Write your firm's name and 
on back of card and mail. You wil 
particulars referred to in our ad on 


17 JASPER CHAIR 


Stick coupon on stamp side of penny 
card. Write your firm's name and 
on back of card and mail. You wil 
particulars referred to in our ad on 


21 STURGIS POSTURE CHA 


Send Detaits Por 


ier Your Sept. Ad 


eeeeseereseeeseeseeaeeeree 


Stick coupon on stamp side of penny. 
card. Write your firm's name and 
on back of card and mail. You wil 
Particulars referred to in our ad on 


25 PARKER PEM 


Stick coupon on stamp side of penay 
card. Write your firm's name and 
on back of card and mail. You wil 
particulars referred to in our ad on 
29 CODO MFG. ¢ 


OO Bs AGE TR Sek Sp ee A Ae 


on back of card and mail. You wil 
particulars referred to in our ad on 
MILO HARDING 
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Tauber-Tube The Daco 
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New York, N. Y. 
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Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny post-* 
card. Write your firm’s name and address card. Write your firm's name and address« 
on back of card and mail. You will receive on back of card and mail. You will receive; 
particulars referred to in our ad on page 59. _——particulars referred to in our ad on page 27. ° 
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Stick coupon on stamp side of penny post Stick coupon on - mp ide of penny 
card. Write your firm's name and address card. Write your 
on back of card and mail. You will receive 
particulars referred to in our ad on page 23. 
L. E. WATERMAN CO.: 50 GLOBE-WERNICKE CO. 
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card. Write your firm's name and address — card. Write your firm's name and address « san ¥ ate On S!amp side Of penny 
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on back of card and mail. You will receive on back of card and mail. You will receive 
particulars referred to in our ads on pages 52 particulars referred to in our ad on page 33. 
and 60. E. |. DU PONT DE NEMOURS 
56 F. S. WEBSTER CO. 55 @ CO., (INC.) 
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Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 


Stick coupon on stamp side of penny post- = Stick coupon on stamp side of penny post- 
card. Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive on back of card and mail. You will receive 
particulars referred to in our ad on page 67. particulars referred to in our ad on page 57. 


64 ACE ART CO. 63 NORMA MULTIKOLOR, INC. 


sA98ee a? 


Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny post- 
card. Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page ¥2. particulars referred to in our ad on page 70. 
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Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny post- 
card. Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive on back of card and mail. You will receive 
particulars referred to in our ad on page 31. particulars referred to in our ad on page 7. 
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Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on the Inside 


Stick coupon on stamp side of penny post- 
card. Write your firm’s name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 65. 


Back Cover. 
76 DAVID KAHN, INC, NASCON AT-A-GLANCE 
75 PRODUCTS 
Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny post- 
card. Write your firm's name and address © card. Write your firm's name and address 


on back of card and mail. You will receive on back of card and mail. You will receive 
particulars :eferred to in our ad on page 83. particulars referred to in our ad on page 82. 


80 JOHN J. WARD, INC. 79 
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card. Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 15. 


84 BOORUM & PEASE CO. 83 THE DACO CARD & INDEX CO. 


on back of card and mail. You will receive 
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Stick coupon on stamp side of penny post- © Stick coupon on stamp side of penny post- 
card. Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive on back of card and mail. You will receive 
particulars referred to in our ad on page 62. particulars reterred to in our ad on page 85. 


88 THE HEYER CORP. 87 FRED PROCTER CO. 
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Stick coupon on stamp side of penny post- 
card. Write your firm's name and addres. 
on back of card and mail. You will receive 
particulars referred to in our ads on pages 52 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address - 
on back of card and mail. You will receive 
particulars referred to in our ad on page 82. 
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“Stick coupon on stamp side of penny post-  — Stick coupon on stamp side of penny post- 
card, Write your firm's name and address card. Write your firm's name and address 
on back of card and mail. You will receive on back of card and mail. You will receive 
particulars referred to in our ad on page 80. particulars referred to in our ad on page 78. 
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Stick coupon on stamp side of penny post- — Stick coupon on stamp side of penny post-* 
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particulars referred to in our ad on page 79. > 


« card. Write your firm's name and address. card. Write your ‘irm’s name ang 
on back of card and mail. You will receive on back of card and mail, You wil 
$ particulars referred to in our ad on page 26. particulars referred to in our adon 
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on back of card and mail. You wij 


Stick coupon on stamp side of penny post- 
« card. Write your firm's name and address 
* on back of card and mail. You will receive 


particulars referred to in ouradon page 76. rama. -N- particulars referred to in our ad on page 61. ee neten 
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« Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny 
= card. Write your firm's name and address card. Write your firm's nome and 
£ on back of card and mail. You will receive on back of card and mail. You wil 
: particulars referred to in our ad on page 64. particulars referred to in our ad on page 


© 62 GEORGE B. GRAFF CO. 61 FULTON SPECIALTY 
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Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny 
card. Write your firm's name and address card. Write your firm's name and 
$ om back of card and mail. You will receive on back of card and mail. You wil 
. particulars referred to in our ad on page 70. particulars referred to in our ad on page 
- 66 JULIUS BANDES & CO. 65 HOOSIER DESK 
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Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny 
card. Write your firm's name and address’ card. Write your firm's name and 
A on back of card and mail. You will receive + on back of card and mail. You wil 
« particulars referred to in our ad on page 79. particulars referred to in our ad on page 
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Stick coupon on stamp side of penny post- _— Stick coupon on stamp side of penny 
5 card. Write your firm's name and address’ card. Write your firm's name and 
* on back of card and mail. You will receive © on back of card and mail. You wil 
particulars referred to in our ad on page 73. particulars referred to in our ad on page 
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2 Stick coupon on stamp side of penny post- _— Stick coupon on stamp side of penny 
e card. Write your firm's name and address © card. Write your firm's name end 


* on back of card and mail. You will receive « 
_ particulars referred to in our ad on page 71. . 


SWAN PENCIL CO., INC. © 


on back of card and mail. You wil 

particuiars referred to in our ad on page 
77 NEW ENGLAND PAPER PUNCH 
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Stick coupon on stamp side of penny post- Stick coupon on stamp side of penny 
card. Write your firm's name and address® card. Write your firm's name end 
om back of card and mail. You will receive: on back of card and mail. You will 
particulars referred to in our ad on page 86. particulars referred to in our ad on page 


+ 82 TAUBER-TUBE. 61 THE WOLF ENVELOPE 
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° Stick coupon on stamp side of penny post-° Stick coupon on stamp side of pent 
+ card. Write your firm's name and address: card. Write your firm's name and 
+ on back of card and mail. You will receive: on back of card and mail. You will 
< particulars referred to in our ad on page 81. _ particulars referred to in our ad onpag® 
: 86 L. M. BICKETT CO.. 85 FAIR FURNITURE 
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Stick coupon on stamp side of peney 
card. Write your firm's name and 
on back of card and mail. You wil 
particulars referred to in our ad on 


Stick coupon on stamp side of penny post- 
« card. Write your firm's name and address 
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« on back of card and mail. You will receive . 
{particulars referred to in our ad on page 84. 
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New NOMA report gives office executives data on 
regional salary averages through country. 
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HE expansion and speed-up of the American office un- 
] der the stimulus of the current emergency puts the 

subject of office workers’ salaries in the first rank of 
a many problems which are confronting office execu- 
ives. 

Growing demand for office personnel of every sort, as 
existing offices are enlarged and new offices are opened; 
decrease in the number of office workers on the market— 
through the working out of this demand, through the op- 
eration of the draft, and through the competition of fac- 
tory jobs paying more money—make necessary some sort 
of yardstick by means of which the office employer can 
compare his present salaries with the average salaries 
of other offices in his territory, to tell whether and by 
how much his salaries are out of line. 

The report just issued of the National Salary Survey 
of the National Office Management Association provides 
just such a yardstick, and in digging out and presenting 
this information at this time the association earns the 
thanks of office executives everywhere for another notable 
service to the office field. 

The positions for which salary data are listed are 
Stenographer, Sr. and Jr.; Transcriber, Sr. and Jr.; 
Typist, Sr. and Jr.; Messenger; File Clerk, Sr. and Jr.; 
Receptionist; Telephone Operator; Telephone Operator- 
Receptionist; Bookkeeping Machine Operator; Billing 
Machine Operator; Calculating Machine Operator; Key 
Punch Operator; and Tabulating Machine Operator. In 
each classification the figures are segregated for male 
and female employees. Three length-of-service classifica- 
tions are covered: under 2 years, 2 to 5 years, and more 
than 5 years. 

The study brings together data on salary rates in ef- 
fect for these jobs in more than 250 companies located in 
24 different communities in many sections of the country, 
and covers a total of 21,417 workers, E. H. Conarroe, 
chairman of the NOMA research committee, points out. 


Published monthly by 
ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK. N. Y. 


M. A. Geyer, President; James E. Neary, First Vice-President: 
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RESPONSIBILITY FOR PRICES REST WITH 
THE PURCHASING AGENT 


By Donald M. Nelson, Executive Director, 
Supply Priorities and Allocations Board 


66g F government buying must be handled skillfully, so must private 
| buying. It is up to the purchasing agent in private business 
to stick to first principles. Where the demand for a given 
material or item outruns the supply—as will increasingly be the 
case in many lines—the purchasing agent can do much to ease the 
situation by seeking out new sources and substitute materials. 
He can help greatly by buying to meet actual needs and by resisting 
the temptation to buy at any price just because there is a boom on. 
He can be of very great service to the nation by refusing to pile up 
extra-large inventories. He can help ward off price advances by 
scrutinizing all demands for higher prices more closely than he 
ever did before. You men can be of tremendous service to your 
nation if in the months to come you apply yourselves to those 
principles with the utmost fidelity and determination.” 


—From address at 1941 convention, National Association of Purchasing Agents 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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Costly errors can often be traced to office-created fatigue. 


TATIGUE - - OFFICE EFFICIENCY 


ENEMY NO. f 


By James H. Gaston 


VERY day in every office fatigue takes its toll. And yet with all of our 

knowledge and experience, with all our scientific methods, no one has 

ever been able to definitely measure the “take” of this Office Efficiency 
Enemy No. 1. 

But it is possible to isolate the causes of fatigue and take corrective 
steps either to eliminate them or minimize their detrimental effect upon 
production. 

Among the major causes for fatigue in the office may be mentioned: 

(1) Inaccessibility of equipment or work, by reason of which energy is 
consumed in reaching, stooping, lifting, or walking. 

(2) Inefficient mechanical working parts which are difficult to operate 
and inadequate to perform their functions. 

(3) Over-crowded equipment or working space. 

(4) Incorrect seating which causes discomfort, inefficiency, and poor 
health. 

(5) Improper lighting with its detrimental effects. 

(6) Poor ventilation which affects the health and mental alertness of 
workers. 

(7) Unnecessary noise to distract attention and irritate the nerves. 

Space will permit only a brief review of the most important of these 
causes. 

Suppose we take for our first example conditions which may be found 
to exist in a filing department. Here we may find, for instance, filing 
cabinets being used their full height for current material, making it neces- 
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sary to stoop to the lower drawers and thus use up energy. In standard 
practice this unnecessary fatigue is eliminated by using the top drawers 
only for the current period and the lower tiers for less active material. 

In some instances where space is limited, files are stacked one on top 
of another. It is evident that the time and energy consumed in climbing 
and reaching, not to mention the hazard, makes this method a too costly 
procedure. 

Filing and Fatigue 


Common complaint among file clerks is over-crowded files—not enough 
working space to make records easily accessible. The result is unnecessary 
fatigue and loss of time in trying to force tight-fitting folders into unyield- 
ing drawers. If you don’t believe this is hard work, try it some time! 

And if in addition to congested files, the drawers are hard to operate— 
require real effort to open and close—just that much more energy will be 
credited to fatigue instead of productive work. 


Seating and Fatigue 


A chain is no stronger than its weakest link. The chair is the link between 
a worker and his desk. It therefore follows that from the standpoint of 
the efficiency and good health of your office workers, there is no equipment 
quite so important as the chairs upon which they sit many hours a day. 
The importance of correct and comfortable seating equipment is generally 
accepted by office managers. Incorrect seating causes discomfort, fatigue, 
and poor health. 

An ordinary chair gives no support to the small of the back where it 
is needed most. This causes the body to slump over, restricting lung and 
heart action, and proper functioning of the vital organs. Improper distri- 
bution of weight brings pressure to 
bear on the spinal column, nerve 
centers, and blood vessels. 


To ease discomfort, the occupant 
of the chair will unconsciously 
straighten up, and then, having no 
back support, will sag down again. 
He will shift his weight from side 
to side to get relief, but all in vain. 

As the day goes on this constant 
shifting—the constant flexing of 
the body— intensifies fatigue and 
the worker’s efficiency diminishes 
in proportion. 

Now there is only one reason for 
the existence of office chairs—to 
make workers comfortable; for 
comfort promotes energy and stim- 
ulates thinking. Otherwise workers 
would stand at their work instead 
of sit. 


It is also true that no two office 
workers have the same body pro- 
portions, which means that chairs 
to be comfortable must be adjust- 
able to compensate for physical dif- 
ferences. The three “musts” for 
an adjustable chair are (1) a sci- 
entifically designed seat to give an 
even distribution of weight and 


(Turn to page 56) 
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Attack fatigue, and many a seemingly 
insoluble office problem clears up! 
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APPLICATION OF 
PLANNING PRINCIPLES 
TO AN OFFICE 


By H. M. Kaiser* 


Office Manager. Detroit Plant 
United States Rubber Co.. Detroit. Mich. 


H. M. KAISER 


A FIRST thought, the use of planning principles in any office may 


seem impractical, but on further comparison with the application 
of planning to manufacturing operations, there appears to be 
considerable similarity between the two entirely different parts of 
® It has been U. S. Rubber's business 
experience, says Mr. Kaiser, . é . ‘ . P 
hit shania allie gnetee In manufacturing an article, the material is processed through a 
tion along the same lines as series of operations step by step until we have a complete product. The 
factory production is ad- product, the quantity required, the equipment to be used, and the rate 
vantageous. Supervisors be- of manufacture are all planned in advance of the actual making. All 
come more-eusre of varie- has been worked out in minute detail to give us a finished product with 
tions in volume, Mr. Kaiser ‘ 
iam, end exe: enttdligate the maximum value at the least cost. 
seasonal need for additional The office, too, has a product which progresses through definite steps 
personnel and equipment. to completion. Office management has the responsibility of providing 
sufficient space, equipment, and adequate trained personnel, properly 
supervised, using methods and procedures which will assure comple- 


tion of the work as scheduled and at a minimum cost. To do this, 
management attention must be given to the organizing of the various 
departments needed to complete the work as required, if we are to 
coordinate our service functions to the major activities of a manufac- 
turing organization. 

The departmentalization of an office relates itself to the major func- 
tional responsibilities of the manufacturing organization. We have 
four major divisions: development, manufacturing, sales, and control. 
Each division has a need for clerical assistance with personnel having 
specialized skills. These departments may not only be servicing their 
own division, but may also be furnishing data, reports, and other 
information to office departments in another division. A good example 
of this is the figuring of material weights and specifications by the 
development division to establish the cost of our product for the cost 


department. 
This principle of organization is applied throughout our office organi- 
a ateato eral ts curtetes trams Renestions zation in that a job may be carried through a number of departments, 
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BELOW: NEW AETNA OFFICE 


General view, second floor, new 
New York offices of Aetna Life 
Affiliated Companies. Transcrib- 
ing, policy writing, and account- 
ing are carried on here in an effi- 
ciency-inspiring set-up with the 
aid of General Fireproofiing Co. 
furniture, IBM tabulating machines, 
Ediphone dictating and transcrib- 
ing machines, Sundstrand adding 
machines, and Underwood type- 
writers. 


each performing a function working in relation to the others. This is 
illustrated in the routine required to complete our labor distribution. 
The timekeeping department figures the earnings of the employee, 
and the payroll department posts the earnings of each employee to 
the payroll sheet ; the cards are distributed daily to the proper account 
number in a labor distribution group. At the end of the month this 
last group completes the labor distribution summary to be used as a 
part of the accounting closing by our general accounting department. 

Another example is the routing of paper from the sales order depart- 
ments into the traffic department, and then in quarter-hour intervals 
through the entry department for the entering of the order. The flow 
continues through the shipping department to the billing department, 
where the final invoicing operations are completed the following day. 
All these departments make a continuous series of operations. 

These routines are good examples, too, of the similarity between 
manufacturing operations and office routines, the only difference being 
the final product. This similarity is perhaps more noticeable to those 
of us who are in manufacturing, in that we can see a very definite need 


(Turn to page 69) 
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Under-floor ducts prevent haphazard, inefficient exposed wiring. 
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R- FLOOR DUCTS 
E OFFICE LAYOUT 


By Kenneth H. Ripnen 


Kenneth H. Ripnen Co.. Ine. 


and any layout which does not make adequate provision in this respect 


OD atiewsin of electricity in the modern office is great and growing, 


for the office needs both of today and tomorrow reveals a major de- 


ficiency in planning. 


The temporary looking, haphazard makeshifts in the way of wiring which 


are glaringly apparent in so many offices— 
not all of them old or elderly offices, either 
—make the observer wonder whether the 
executives in charge of these offices are 
still in doubt as to whether electricity has 
really come to stay! 

Wires trailing all over the place, run- 
ning in and out under desks, looping down 
from the ceiling, or from multiple plugs 
projecting from the wall indicate an atti- 
tude excusable only on the ground that 
electricity is about to be superseded in the 
very near future by some as yet unknown 
source of light and energy. All this in 
face of the fact that the office equipment 
industry goes steadily on adding new ap- 
plications of electricity, such as the elec- 
tric typewriter, to the wealth of electric 
office machines, lamps, fans, and other es- 
sentials of office efficiency already in use. 


Under-floor ducts—concealed runways 
for wiring, with conveniently spaced in- 


Close-up of under-floor ducts, showing inserts. 
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serts—are the most satisfactory answer yet found to the problem of ugly, 
inconvenient, dangerous wiring in the office. 

Today the several manufacturers of under-floor ducts have created so 
efficient a product that no office executive need ponder the problem of ex- 
posed wires in the office layout. 

Under-floor ducts are constructed of metal or composition material; 
come in square, oval and round shapes; and come to size, to carry as many 


FREE REPRINTS OF PREVIOUS RIPNEN ARTICLES 


FFICE EQUIPMENT DIGEST offers to its readers, through the cooperation 
of Kenneth H. Ripnen, noted authority on office, factory, and warehouse 
layout, reprints of the following articles which have already appeared in the 
series being written by him for this magazine on the subject of office layout: 
"Layout and Equipment of the Modern Office" 
“The Space Factor in Planning the Office Layout" 
"Location Studies for Office Layouts” 
“Creating the Office Layout" 
"Standards in Office Layout" 
"Atmosphere in the Office Layout" 
"Standardizing Equipment in the Office Layout" 
"Standardizing Floor Covering in the Office Layout" 
"Partitions in the Office Layout" 
For free copies of any or all of these reprints, write 


OFFICE EQUIPMENT DIGEST 
260 FIFTH AVENUE, NEW YORK 


wires as a particular office layout problem may require. These ducts are 
punched at approximately 3-foot intervals or, if of composition material, 
can be punched anywhere for pulling wires to a given location. 

The accompanying photographs show under-floor duct installations and 
the inserts in the ducts which, when the cement floor, carpet or linoleum is 
laid, are all concealed. Typical under-floor duct runs require a separate 
duct line for telephone wires and another for electric wires. A more elab- 
orate system might include the addition of another duct line for buzzer or 
other inter-communication systems, or for offices where both AC and DC 
current is used. 

(Turn to page 62) 


Under-floor ducts make possible a wiring plan exactly fitted to the needs of each office department. 
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FOR OFFICE 
EFRICTENCY 


ABOVE: 

NEW TEN-KEY SUBTRACTOR—Victor Adding Machine Co., 
3900 N. Rockwell St., Chicago, announces a new 10 key portable 
adding machine with direct subtraction. Identical in size, fea- 
tures, and price with the full keyboard subtractor introduced 
last fall, this Victor model embodies repeat subtraction, automatic 
punctuation, automatic double spacing after totals. It comes 
in two models: one lists six columns with a totalling capacity 
of 7 up through 99,999.99, sells at $79.50; the other lists 8 
columns, totals 9 through 9,999,999.99, sells at $99.50. Among 
other improvements, working parts are reduced almost 50 per 


ABOVE: cent in number. Dust-proof plastic case of sound-deadening 

‘ construction makes for quiet operation. Compact, easy to carry, 

AIR CONDITIONING UNIT. Especially designed for small the 10-key subtractor is called ideally suited to the figuring 
stores, office suites, is this new year-round air conditioning plant requirements of small as well as large business. 


from Westinghouse Electric & Mfg. Co., East Pittsburgh, Pa. A 
steam or hot water heating coil may be added for winter opera- 
tion. Installation consists simply of making the necessary water 
and electrical connections. The 45-inch high steel cabinet houses 
all of the mechanism and is built in one section. 


LEFT: 

MANUAL IS SAMPLE OF PRODUCT. The Federal File En- 
velope Co., 7 Federal Court, Boston, manufacturers of expand- 
ing envelopes and specialty products, have compiled this sales 
manual, in itself a sample of the type of catalogue cover the 
firm produces. Made of their own cover stock, an imitation 
leather, levant grain, and embossed with a gold leaf back- 
ground, the book is 734 by 5 inches sheet size. It is printed in 
two colors illustrating and describing the complete Federal line 
of flat and expanding envelopes, expanding files, Duo-Tang 
report covers, and other bank, business, and advertising spe- 
cialty items. 


BELOW: 
ROBINSON REMINDERS are being offered for the fall and 


holiday trade in an expensive de luxe box with an acetate cover. 
This attractive package holds Robinson Reminders and Robi 
Billminders, single and in combination sets. Robinson Mfg. Co. 
Westfield, Mass., reports that this quality packing of its prod- 
ucts is meeting with unusual success. 


ABOVE: 


SOMETHING NEW IN CLIPBOARDS. Rockwell-Barnes Co.. 
1511 W. 38th St., Chicago, announce this new line of Serv-Wel 
clipboards to feature 2 styles: standard, and new Hold-Rite, 
custom made for easy grip and comfort. The top is shaped to 
permit a positive grip; lower portion of board is curved for com- 
fort when held against the body. Serv-Wel clipboards and arch 
boards are made of Longlife Hardboard, 100% wood fibre with 
glasslike surface front or back for perfect writing. Edges and 
corners are finished, sealed against moisture. Serv-Wel clip- 
boards come in 3 sizes: note, letter, and cap. Full particulars 
on request. 
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BELOW: 

TUCKAWAY PEN AND PENCIL SET. Sheaffer's Tuckaway pen 
and pencil set contains the only pen designed to be carried in 
any position, is therefore an ideal gift for service men and 
active business execulives. Having no clip, Tuckaway easily 
slips into men's trousers pockets, slides into women's purses. Blunt 
with streamline balance, Tuckaway fits the hand well. The pencil 
is designed so that its lead cannot jab holes in pockets; the 
pen feed is so built that carrying it in any position will not 
affect its instant performance. 


ABOVE: 

TELEPHONES STAY PUT on this new Korktone product. Made 
by spraying granulated cork and latex rubber on a burlap 
center, it is die-cut to fit the ordinary telephone base. The 
Korktone Co., 1936 Santee St., Los Angeles, Cal., have it on 
the market in an eye-catching cellophane jacket. 


ABOVE: 


OFFICE REPAIR SHOPS may be interested in these drawer 
inserts which make possible efficient storage of tools, rec- 
ords, workers’ personal effects. These units may be furnished 
under work benches, tool stands, shop desks, and counters. They 
feature easy sliding and flat key locks. Additional information 
on request to Lyon Metal Products, Inc., 3116 Clark St., 
Aurora, Ill. 


BELOW: 


FIBERGLAS IN NEW SHOWROOM. Ecru colored Fiberglas 
in a bubble-cloth weave, 300 yards of it, is used in two street 
windows of Remington Rand's showroom at 24th St. and 4th Ave., 
New York, recently redecorated by Ad Pro Displays, 509 W. 
5éth St., New York, industrial interior decorators and display 
designers, under the direction of Maurice H. Mogulescu. This 
textile woven from glass fibers is heat- and fire-resistant, can be 
easily washed but cannot sh-ink or stretch. Upper part of walls 
is done in ecru lighter than the translucent Fiberglas. Sepia 
photographic murals are mounted against this background. 
Cutout letters are in bright red-orange. All Remington Rand 
equipment shown is finished in steel gray. Continuous bands of 
fluorescent light are fixed to a hung ceiling. 


LEFT: 


recently been acquired for manufacture exclusively by 


alone, much more in other operations. 


BILL-IN ENVELOPES. An innovetion in billing practice has 


Envelope Co., Cleveland, O. This patented Bill-In envelope, 
consists of special envelope for invoice sealed inside lid of 
shipping case. From it red signal label extends outside package 
to attract attention of receiving clerk. Special procedure adapts 
Bill-In equally well to wrapped packages. Illustrations demon- 
strate: Bill-in envelope inside carton: signal label securely fast- 
enend outside before carton is sealed. The company points 
out that this method saves shipper $30 per thousand in postage 
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THESE ARE NEW 


BELOW: 
INDIVIDUAL PLASTIC COIL. Tauber-Tube Binding, 200 


Hudson St., New York, is producing this new low-cost mechanical 
binding in attractive colors. Sizes range from !/4-inch to | inch. 
Principle of ring is simple: coil is made of plastic loops to fit 
slotted holes punched by regular Tauber-Tube dies; end of coil 
is inserted in hole, twisted into proper place. Rigidity and hold- 
ing power, the company claims, equal that of case-bound book. 


BELOW: 


SAFE & VAULT MAKER HELPS DEFENSE. One of the 
country's largest producers of light armor plate for tanks, air- 
planes, scout cars, gun shields, is Diebold Safe & Lock Co., 
Canton, O. During World War | Diebold's construction engi- 
neers produced armor plate for U. S. tanks; following the war 
the company resumed its regular job of turning out business 
tools. Since the early 30's Diebold had been developing light 
armor plate and so was ready for mass production demanded 
by the defense program. These workmen are assembling ar- 
mored bodies on U.S.A. scout cars. These vehicles, 4 wheel 
and half-trac types of 6 & 8 tons, can do 50 m.p.h. Diebold 
is turning out much light armor plate for airplane production. 


RIGHT: 


FOUNTAIN PEN AND PENCIL SET FOR MEN. A $5 set with 
top-quality features including new patented Inkquaduct feed, 
gold point, military-type clip, and distinctive styling in new 
pearl finish with gold trim. Wide range of points available to 
wit all styles of handwriting. Complete in jewel-type case gift 
From L. E. Waterman Co., 344 Hudson St., New York. 


September, 1941 


ABOVE: 


POLAROID DESK LAMPS are now distributed exclusively by 
Mitchell Mfg. Co., Chicago, by agreement with Polaroid Corp., 
Cambridge, Mass. As sole licensee, the company takes over al! 
manufacture and sale of the lamps, according to B. A. Mitchell, 
president. The firm plans a series of merchandising campaigns 
for the immediate future. At the start, promotion will cover 
these two lamps, the Study model and the Executive. 


ABOVE: 


GLOBE-WERNICKE STREAMLINER busi quipment was 
selected for the offices of George A. Breon & Co., manufac- 
turing pharmaceutical chemists, Kansas City, Mo. Installation 
was made by Gallup's, Inc., dealer in that city for Globe- 
Wernicke, Carthage Ave., Norwood, Cincinnati, O. All of the 
equipment has the new seal gray finish. 
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~ ~LETTERS IO 


THE EDITOR = = 


Mr. Hoy Criticizes a Floor Plan 


EDITOR OF OFFICE EQUIPMENT DIGEST: 


“THE floor plans appearing on pages 16 and 17 of your 
July issue, illustrating the article “Stepping Up Pro- 
duction in the Office,” by George S. May, of George S. 
May Business Foundation, are interesting not because 

of their educational value but because of their errors. 
These floor plans illustrating wrong and correct layouts 
must have been drawn by some one who had not read the 
article. The arrow reading “wrong” should have pointed 
in both directions. 
Mr. May’s article makes sense, but he should not have 
left the floor planning to some one else. 


confidential nature that might be on a cylinder can easily 
be read, in the absence of the man who dictated it, by 
simply putting the cylinder in the machine and listening, 

“Not so with my desk,” says the salesman. “Cylinders 
and machine are snugly housed in one drawer of the desk. 
Open the drawer and dictate. If you must leave your desk, 
simply close the drawer, turn the key in the lock located 
in the knee-space drawer. This locks all drawers. Simple? 

“Janitors and scrub ladies can’t accidentally knock over 
the dictating machine stand. (It has been done.) The 
space that the stand occupies is saved. A foot of floor space 
saved is one, two, or three dollars earned.” 

Then he would tell the Office Manager to move over a 
little closer to the wall and, Presto! he’d sell him a new 


¥ 


p— ----¢--|- 


Y 


Floor plan used as example of wrong office layout in article by 
George S. May in July DIGEST 


Respecting the floor plan labeled correct, let’s look at 
the record: 


1. The drawing is not properly scaled. Why? 
2. The Billing Clerk faces the light. Why? 


3. The Pricing Clerk hasn’t enough chair room. If the 
price files are drawer type, the drawers cannot be opened 
without striking the desk, but whether they are or not, the 
desk drawers cannot be opened without striking the files. 
Why? Oh, why? 

4. The Order Clerk must be the office pet or a large 
stockholder because he has enough room to hold a directors’ 
meeting. Question mark. 

5. The Stenographer is facing a blank wall away from 
the light and her typewriter is placed smack up against 
the chair of the Office Manager. Not so good. Even if the 
Office Manager had enough room to move about I don’t 
think he would tolerate a typewriter banging at him all 
day, practically against his back. 

6. There are no guest chairs, and if there were there is 
no place to put them except in the middle of the room, or 
between the files and the safe, or behind the Order Clerk. 

The author of this article should quickly make use of 
those convenient little Quickmail stickers that you so kindly 
inserted between pages 10 and 11 of the July issue. He will 
find coupons addressed to several desk and file manufac- 
turers. If he will follow your instructions he will receive 
catalogs describing the latest features incorporated in 
modern desks. 

It might be well even to ask the manufacturer to have 
a salesman call. The salesman will study the problem and 
will even furnish a floor plan just in the hope of getting 
an order. A smart salesman could get a nice order here. 

His first procedure would probably be to sell the Office 
Manager a nice new dictating machine desk. He would 
point out that the desk is built to accommodate the machine 
regardless of type of machine, that it is completely wired 
= a be hooked up by simply plugging into an electric 
outlet. 

One of his best arguments would be that anything of a 
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Floor plan used in same article showing the layout as revised for 
efficient operation of office. 


side chair that would fit neatly and usefully between the 
door and the desk. 

Now the salesman can sit down and really go to work, 
not especially to get an order but to really help the Office 
Manager. (Even the Big Boss might like to sit down when 
he confers with the Office Manager.) : 

This smart salesman wouldn’t sit long in the new chair. 
He would next consider the Stenographer. 


a 


TATING MACHINE IN 
vuPPeR LEFT HAND 
DESK ORAWER 


( 


Mr. Hoy's idea of how the office should have been laid out. 


If she is a stenographer, what is she doing with a secre- 
tarial desk, or is it a typewriter stand? The layout doesnt 
say. He would recommend a fixed-bed or center-drop type 
writer desk after determining whether she needed a single 
or double pedestal desk. He would turn the desk around 
facing the Office Manager and place it not closer than 
30 inches from the Office Manager’s desk. Better— 
36 inches. 

(Turn to page 52) 
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THIS CHRISTMAS 
INSURE 

GOODWILL 

BY GIVING 


LL.B. SMITH INC. 
CAMPHILL,PA. 
CONSTRUCTION EQUIPMENT 
AND MOTOR TRUCKS 


SHEAFFER'S 
QUALITY! 


BLACK FINELINE 
KINGSLEY IMPRINTING 


Sheaffer quality, the highest in its 
field, reflects the quality of your 
firm. 


Customers appreciate that fact 
instantly. 


They'll carry—and treasure— 
their Sheaffer gift not for days, 
but for years! 


That's why when you buy 
Sheaffer's for Christmas remem- 
brances, you get the most for 
your money! 


i 


i 


| NEW GROSS PACKAGE of © 
/ Fineline Leads ; 


Long-lasting, sweet -writing Fineline 


Ask your dealer for a price on the 
quantity you want—or write us, 
sending your trademark. We'll 
tell you how it can be reproduced 
in colors—and how reasonably! 


+ | 
% 
5 
‘ 


ig 


black or colored leads in every hard- 


‘ use QUICKMAIL COUPON No. I! / guaneeey: in the quantity package at 
; | Bande ti 
| § W. A. SHEAFFER PEN CO. ~~ Cretatoner |) 
: FORT MADISON, IOWA Vi“ ) 
Pen Capital of America : ee ES 
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WHY SHOULD | 
DO BUSINESS 


WITH WEBSTER? 


Here’s your answer 
Mr. Purchasing Executive! 


I. Webster is prepared for the present 
emergency. The company has an ample 
stock of raw materials on hand. 

2. Webster can supply you with specialty 
items: Carbon papers for gelatin hekto- 
graph, and spirit process duplicating 
machines; carbon-paper-ribbons for photo 
offset work; ribbons and carbons for all 
Elliott-Fisher, addressing, Teletype, add- 
ing, and International Business machines. 
%. Webster assures prompt deliveries. 
Well-stocked factory branches are located 
in principal cities. Dealers everywhere. 
M4. Webster is a very dependable Com- 
pany—manutfacturers of quality products 
for more than fifty years. 

3. Webster offers you the services of a 
nearby representative. He will study 
your individual needs and give you help- 
ful suggestions—without obligation. 


Use QUICKMAIL 
COUPON xo 


FOR SERVICE AND SAMPLES WRITE: 


WEBSTER’S 


9 Amherst St., Cambridge, Mass. 
CARBON PAPERS and 


TYPEWRITER RIBBONS 


Factory branches in New York, Philadelphia, 
Chicago, Pittsburgh, and San Francisco 


J 


(Continued from page 50) 


I don’t know where this company bought its files, but 
if the drawing is scaled properly, which it isn’t, the files 
would be about 36 or more inches deep from front to back. 

Let’s assume that they are new files not more than 28 to 
29 inches in depth. Place them against the wall next to the 
price files, where there is plenty of room and much better 
light. Leave the price files in the same approximate loca- 
tion but closer to the window. 

Move the Price Clerk forward so that he can operate 
the files and can get at the drawers of his desk. Turn the 
Billing Clerk around facing the door with the light to his 
left. Line his desk up with that of the Price Clerk. A bill- 
ing machine desk might save room. Place the Order Clerk 
in this same line, light to left. 

Leave the safe where it is, but move the Bookkeeper 
back near the safe, between the Stenographer and the safe, 
facing the door, with the light to the left. Then in case 
of fire the books can be put into the safe without having 
to go the longest distance possible in the office. 

Buy a bookkeeping machine desk and put the machine 
on the desk. Floor space is expensive. 


Yours very truly, 
WILLIAM P. Hoy. 


Mr. Posson Defends a Floor Plan 
EDITOR OF OFFICE EQUIPMENT DIGEST: 


With respect to the criticisms submitted by Mr. Hoy, 
we offer the following comment (disregarding only those 
statements which appear to be entirely cynical or facetious) : 


Mr. Hoy states that the floor plans illustrating wrong 
and correct layouts must have been drawn by someone who 
had not read the article. They were drawn by the author, 
and I assure you I did read the article. 


Mr. Hoy says that the drawing is not properly scaled, 
and wants to know why. Our answer is that it was not 
sealed at all, as dimensional characteristics were not a 
part of our plan in showing the directional relativity of 
the units. 


Mr. Hoy says that the Billing Clerk faces the light. 
Billing Clerks usually spend most of their time at their 
machines, and consequently, the Billing Clerk does not in 
this instance face the light. 

Mr. Hoy says that the Pricing Clerk hasn’t enough room. 
If the drawing is not “properly scaled” how could he draw 
such a conclusion? Likewise, how could he conclude that 


there would be interference between the drawers and the 
desks? 


Mr. Hoy states in another comment that the Stenog- 
rapher is facing a blank wall away from the light, and 
her typewriter is too close to the Manager’s back. We do 
not know from this remark whether Mr. Hoy’s objection 
is to the fact that the Stenographer is facing a wall, which 
would be rather difficult to avoid in a room, or whether it 
is because the wall is blank. If it is to the latter, we do not 
believe the layout indicated the condition of the wall. With 
respect to the typewriter being against the Office Manag- 
er’s back, we presume that Mr. Hoy feels that moving it 
several inches farther away, such as he did in his layout, 
will correct the situation. We don’t think it’s so serious. 

Mr. Hoy criticizes the fact that there are no guest chairs 
provided for in our layout, but we notice that he forgot 


For QUICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 34 of this issue. 


It takes only 1 minute plus Ic to make an inquiry! 
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3-INCH 
CAPACITY 


Ring binder with sheets in working position 


The Double Jointed Ring Binder provides capacity 
FEATURES for 3 inches of sheets for active and storage use. When 
opened, either side of rings will accommodate all the 
sheets through its double acting operation. It is so 


@ 900 sheets in a single ring book. 


e@ Flat rigid back. When book is open the covers compact that the over-all cover size is no greater than 
and sheets lie perfectly flat without any rocking a 2-inch capacity Ring Book. 
motion. 

e Rings are complete arcs—not joined in the mid- The Ring Mechaniem is DOUBLE JOINTED, — 
dle. This permits sheets to slide over rings viding two working positions as well as a closed posi- 
smoothly and reduces hazard of torn punchings. tion. The Double Jointed Ring Binder is adaptable to 

e Rings retain entire sheet body on one side of thin or bulky sheets, card stock, leather or fabric 
binder and top sheets may be changed while swatches. 
sheet body is in that position. 

, : Suitable for: Automotive Parts Catalogs and 

e@ Low arched rings avoid need of abnormal over- . 
oh des coe. Manuals : Electrical and General Jobbers 

Catalogs : Paper Jcbters Binders : Swatch Sample 

e All steel mechanism—bright nickel plated. ee yale - 


Books : Photo and Stamp Albums : Pricing or Rating 
Books : Legal Service Bulletins : Tax Service Bul- 
letins : Fiscal Agency Reports. 


@ Made with fabric or metal hinges. 


Double acting operation provides working space with 
all sheets on one side of rings 


USE THIS COUPON 


G.O.E. 9-41 CHICAGO, ILL. 
Please mail circular on Double Jointed Ring Binder. 


WILSON JONES Co. 


CHICAGO NEW YORK 


Our Dealer is: 


Mail the above Coupon or use QUICKMAIL COUPON No. 45 
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Catalog and Letter 
Arrive Together . . 


in the QUALITY PARK 
Two Compartment Mail- 
ing Envelope. 


Eliminates sending of catalogs, price 
sheets, etc. “under separate cover." 


The letter envelope is securely pasted 
to the face of the catalog envelope. 


Combines first class and third or 
fourth class mailing in one unit. 


Envelopes are printed stock design, al- 
though printing corner cards and other 
special features can be obtained. 


Catalog Envelope: Substance 32, No. |! 
Brown Kraft, Gummed flaps. 


Letter Envelope: No. 9 size, 24 sub., 
No. | Brown Kraft 


Made with or without window. 


Sond Qhichmail Coupon Vo. 13 


today for prices 


QUALITY PARK ENVELOPE CO. 


_ Quality Park 
Paul, 


11-116 Merchandise Mart 


Minnesota 
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this important detail in his own. We do not consider them 
necessary; in fact we purposely avoided them. 


We are not equipment salesmen, and therefore, we are 
not particularly interested in Mr. Hoy’s statements on the 
subject of salesmen. 


There are probably many layouts that could be made for 
an office of this kind, and no doubt many just as good as 
the one furnished by the Foundation; however, Mr. Hoy 
certainly wandered off in the wrong direction. 


He can place the files against the wall next to the price 
files, but we would not, as we would want them to more 
closely approximate the location of the Stenographer, who 
in this instance does the filing. 

He can also move the price file, Price Clerk, Order Clerk, 
and the Billing Clerk closer to the windows and the radi- 
ators to give more room for guests, but we would not, as 


the discomfort, particularly in the winter time, would inter- 
fere with performance. 


He can turn the Billing Clerk around facing the door, 
but we would not, because the light then during 75 per cent 
or 80 per cent of his time would come over his back while 


operating the machine, and he would be directly in his 
own light. 


He can move the Bookkeeper over in front of the safe, 
but we would not, because the nature of the Bookkeeper’s 
work is such as to require the best of light; also we would 


want the Bookkeeper to more closely approximate the 
Office Manager’s desk. 


We must again remind you that we are not equipment 
salesmen, and Mr. Hoy has evidently based his layout on 
the purchase of additional equipment. 


_ We have received over 1,200 requests for additional cop- 
ies of this article, many of them having been from equip- 


ment manufacturers who have desired them for selling 
purposes. 


Yours very truly, 
Posson, 
Director of Research, 
GEORGE S. May BUSINESS FOUNDATION. 


PRODUCTION OF DIRECT MAIL LETTERS 


How to produce direct mail letters is the subject of 
a survey just published as Section 7 to the Standard Guide 
to Planned Printing by Frank M. Knox Co., Inc., 30 Rocke- 
feller Plaza, New York. 

Direct mail advertisers know there are twelve different 
methods or combinations of methods by which they can 
print or reproduce their direct mail letters. These include 
Mimeograph, Multigraph, “processing,” straight letter- 
press, offset, and Hooven printing, with various combina- 
tions of fill-ins, second colors, signatures, and letterhead 
printing. 

The study sets forth the advantages and disadvantages 
of each process from the standpoint of both the letter’s 
use and its production cost. A complete set of sample 
letters produced by the various methods is included as 4 
part of the report. 

A table shows which of the twelve methods are more 
economical and which are more expensive in quantities of 
letters ranging from 100 to 10,000. This gives the adver- 
tiser an instantaneous comparison for planning purposes 
and tells him the kinds of letters upon which to obtain 
prices from his suppliers. 


AMA ELECTS NEW OFFICERS 


The names of a group of executives representing 
every phase of management in the leading industries of 
the country were recently announced as the new officers 
and directors of the American Management Association. 
William L. Batt, director of the Materials Division of 
the OPM, and president of SKF Industries, Inc., will con- 
tinue as chairman of the board of the association, and 
Alvin E. Dodd will continue as president. 
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STORIES OF OFFICE EFFICIENCY NO. 4 


‘Is there a BOTTLENECK 
in your office?’’ 


Is it difficult to get certain jobs finished? Do 
you have to hold work over?—keep people over- 
time? . . . SIMPLE changes often speed “pro- 
duction” —relieve expensive WORK JAMS and 
BOTTLENECKS. 


For example—thousands of firms find an AUTO- 
MATIC Pencil Sharpener on every desk quickly 
The pays for itself. It means sharp pencils in a jiffy 
DEXTER Model «°°: Meater notes, fewer mistakes, less erasures 
and re-writes. Follow-up corrections by phone 
or mail are cut down too. 


Aristocrat of 
hand feed pencil 
sharpeners. 


Then there's time lost obtaining 


Write for Catalog No. 671-A sharpened pencils at a distance 
= . onan ... or picking up “thread of 
—=<—___ GET THIS BUYING GUIDE thought” when returning to 


work. The PERSONAL SHAR- 
Send QUICKMAIL COUPON No. 44 for large handsomely 2) ne r > 
illustrated book FREE. Shows over 20 different models for I ENER definitely . ds work 


all needs. Also details and specifications on Automatic “output a, wes relieves that 
sharpener construction, care and operation, bottleneck! 


> DIVISION OF SPENGLER LOOMIS 
MFG. CO. - CHICAGO, ILLINOIS 


These famous Moore products—Push-Pins, Push-less Hangers (the 
hanger with the twist) and Metlhed Maptacks will be on display 


3 at our booth No. H-5 at the N.S.A. Convention, October 6, 7, 8, 9. 


| Stop in and see the new, QM photogenic Moore Maptacks. 


The Original Push- 


Metihed Maptacks 


Pins with Glass : : 
Heads and Ground in all er colors, 
Steel Points. shapes and styles. 


Constantly on Display 


Moore products for the office and home are 
regularly featured in the publications pictured. 
Specify them when you order and be assured of 
complete and continued satisfaction. Call on us 
for help with your maptack system problems. 
Or use QUICKMAIL COUPON No. 43. 


u 
ee ee 


PUSH-PIN COMPANY Since 1900 


113-25 BERKLEY STREET, PHILADELPHIA, PENNA. 
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& 
COSTUMERS » » » » A glance at 


their prices and 
a comparison of quality will convince you that 
here's Americz’s leading costumer line. Lac- 
quered-finished; hand-rubbed; tastefully de- 
signed in 6 modern styles. 

FAIR'S Sponge 


CHAIR CUSHIONS » » 
Rubber Chair 


Cushioas combine comfort, quality and work- 
manship ai < genuinely low price. Built of- 
brand-new solic sponge rubber in 3: popular 
sizes. Neatly ccveree with velours, corduroys 
and combination reversible fibres. 


TYPEWRITER TABLES 


Another 

i exemple of how 

concentration, specialization and mass produc- 
tion make: it! easy to clear greater profits. 


A staple number that equals your ai Dienioricad® : 
ientirin quality; workmanship and construction. * 


‘dies the face of material’ shortages; Fair promptly 
: _ delivers the goods at exceptionally low prices. 


uintture Co. 
- NEWARK,N.J. U.S.A. 


To answer {his advertisment use QUICKMAIL COUPON No. 85 


OFFICE EQUIPMENT DIGEST 


EATIGUE—EFFICIENCY FOE 


(Continued from page 42) 


eliminate undue pressure, (2) an adjustable back with 
variable tension to provide constant and proper support 
for the spinal,column, and (3) a correctly designed back 
rest, adjustable to the individual user. 

Just as there are physical differences in people, there 
are different types of office work which require different 
types of chairs. An executive, for example, would not think 
of using a chair designed for a typist; nor could a pro- 
duction worker properly function in a chair not duty- 
matched to the task. 


Lighting and Fatigue 


Next to correct seating, efficient lighting plays a leading 
part in promoting the individual's efficiency and reduc- 
ing fatigue. 

In analyzing your lighting from the standpoint of quan- 
tity and quality, it is well to ask yourself these questions; 

Can everyone see his own work perfectly? 

Is the light properly distributed? 

Is glare prevented? 

A light-meter should be used to measure intensity and 
the reading taken at the working level. Lighting authori- 
ties recommend the following standards of illumination for 
offices in minimum operating foot-candles: 

Bookkeeping, Typing, and Accounting, 30. 

Business Machines—Power Driven (Transcribing and 
Tabulating) Calculators, Key Punch, Bookkeeping, 50-100. 

Filing and Index References, 20. 

Recent years have witnessed the development of a new 
light—fluorescent. Soft, without glare, it provides the per- 
fect working light—easy on the eyes, reducing strain and 
fatigue. 


Ventilating and Fatigue 


Proper ventilation and air-conditioning are big factors 
in the health and efficiency of employees. These facts are 
substantiated by testimonials quoted here by courtesy of a 
leading manufacturer of air-conditioning equipment, the 
Carrier Corp. 

A banking company, the Chicago Title & Trust Co. 
Chicago, states: 

“We have found that it (air-conditioning) has increased 
efficiency. We have also found that the ‘afternoon lag’ has 
been greatly eliminated; in fact, our employees in the sum- 
mer months prefer to remain in rather than go outdoors 
for their noon-day lunch. No one seems to be logy or sleepy 
in the late afternoons. Apparently they are just as re 
freshed at four in the afternoon as at nine in the morning.” 

The owner of an office building in Philadelphia, the Phila- 
delphia Saving Fund Society, sent a questionnaire to their 
tenants and give the results as follows: 

Ninety-two per cent stated that air-conditioning was 
beneficial to their health; 95% felt that their efficiency had 
been enhanced; 90% reported less fatigue in summer, 72% 
in winter; 82% reported fewer winter colds; and 65% 
said that their colds were less severe. 


Noise and Fatigue 


No less a factor in eliminating unnecessary fatigue is 
sound control. Leading psychologists have shown that con- 
siderably more energy is required to do a given amount 
of work in a noisy room than in one which is quiet. The 
average office worker knows what a relief it is when the 
hum, rattle, and clamor of office work ceases. This is due 
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the pencil of tomorrow 
We ask your indulgence 


Despite our foresight in having pur- 
chased raw materials way in ad- 
vance, for the manufacture of 
NORMA MULTIKOLOR pencils, 
also having increased our manufac- 
turing facilities more than double, 
the unprecedented demand for our 
product has naturally slowed up our 
shipments. 


It is our earnest desire to do our ut- 
most and ship your merchandise 
whole or part at the earliest date pos- 
sible, and extend our thanks for your 
fine cooperation during these exist- 
ing difficulties. 


Due to conditions beyond our con- 
trol, we were obliged to eliminate 
certain numbers, but we are still 
manufacturing the most popular 
styles. 

We will be happy to greet visitors 
at our Booth H-4 at the National 
Stationers Convention in Chicago, 
October 6th thru the 9th at the 
Palmer House. 


For delivery data and prices use 
Quickmail Coupon No. 63. 


NORMA 
MULTIKOLOR 


39 West 32nd St., New York, N. Y. 


Codo 


CARBON GRIPPER 
BACKING SHEET 


id To imsure clean, strong copies . . USE THIS 


ypee nr with 
LIST PRICE 25% EACH 


Mads only by 
CODO MANUFACTURING CORP 
homme me seme 


=e 

4 
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pen santo 
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S TENOGRAPHERS enthuse be- 

cause it grips and holds in 
place the assembled papers while 
being inserted in the typewriter. 
Insures perfect alignment and 


produces a greater number of 
legible carbon copies. Numbered 
right hand margin shows number 
of lines remaining on sheet being 
typewritten. 


The retail price of the CODO Carbon Gripper 

is 25 cents, but it is enclosed free with each 

box of Super-Kote and Keen-Rite carbon 
papers. 


Cache 


MANUFACTURING CORP. 
509 South Franklin St., Chicago 
270 Lafayette S#., New York 

Factory Coraopolis, Pa. 
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To answer the above ad use QUICKMAIL COUPON No. 29 
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pretformance AT ITS BEST—FOR LESS! 
"MASTER GRADE" 


UNDERWOOD 


(World’s Finest Typewriter) 


THE WHOLESALE TYPEWRITER COMPANY 


155 Sixth Avenue The Only Authorized Rebuilder of the Underwood New York, N. Y. 
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Defense Comes First 
then 


There are a great many of the essential “tools of business,” especially in the 
office operations end, which have become scarce or considerably restricted. This 
is due, of course, to the more necessary use of raw materials for defense purposes. 


If, and when, manufacturers produce o: discover substitutes for stationery items 
which may have been currently restricted, limited or discontinued, we invite them 
to submit proposals to us for consideration. Items in our line such, for example, 
as brass paper fasteners, frequently become a small unit part of some large prod 
uct, and therefore are of essential classification. 


Correspondence is Invited! 
Use QUICKMAIL COUPON No. 53 for further information 


Horder’s Incorporated 


231 SOUTH JEFFERSON ST. CHICAGO, ILLINOIS 
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LET THE cZ/zddcl’ TRADE MARK HELP YOU 
to OUTSTANDING PERFORMANCE 


TRUSSELL MFG. CO., Poughkeepsie, N. Y. 


a 


Guy FINANCES@ Everyone 
3 NOVEL FEATURES d 
FOR PROMOTION PIECES 
| AND CATALOGS a Lea er 
RING BINDERS 
WIRE-O, the smartest and MEMO BOOKS 
best mechanical binding. MULT-O RING 
BOOKS 
MULT-O, multiple ring PRICE BOOKS 
loose-leaf, strong and con- FEATHERWEIGHT 
venient MEMOS 
, ADDRESS BOOKS 
; DIARIES 
CUSHION-EDGE, beauti- "MY FINANCES" 
ful covers with molded The Original “MY BUDGET" 
“third dimension" curved ab Panes ZIP-ZIP COVERS 
edges CUICKMAIL VISIBLE RECORD 
atl ag AL BOOKS 
LEDGERS 
Write for details on how Trussell can help you ASSN CONES 
A- 


PHOTO ALBUMS 
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For Purchasing Agents, Controllers, Office Managers 
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How much do 
1000 letters cost? 


Stenographic 
and Overhead 
$135.00 or 75% 


Malling f 
$27.00 or 15% ‘i. 


For the best carbon paper and 
typewriter ribbons MultiKopy 
and Star Brand only $1.80 or 1% 


Mr. Purchasing Agent! These figures are the result of 
a careful study of correspondence costs. They show 
conclusively that the per letter cost of quality carbon 
paper and typewriter ribbons is a small price to pay 
for neater letters and reliable office records. 


FREE SERVICE AND SAMPLES 


Leading business offices have frequently benefited 
through the service of their nearby Webster Represen- 
tative. He will also be glad to study your individual 
needs, without obligation to you. A careful check-up 
may not only simplify and improve your office work, 
but actually save you money. Send for samples, too. 
Write today! 


WEBSTER 


CARBON PAPERS and 
TYPEWRITER RIBBONS 


Use QUICKMAIL 


COUPON so 


Cambridge, Mass. 


9 Amherst Street 


to the relaxing of the pressure on the brain and strain on 
the nervous system which results from noise. 


Discussing the effect of noise upon workers of all kinds, 
Babson’s Reports make the following comment: 


“The increasing seriousness of industrial noise as a drag 
on efficiency, presents a problem to which most clients have 
paid little attention. Both in the factory and in the office 
the increasing volume and intensity of sound has reached 
a point where it ceases to be merely a nuisance and becomes 
a definite economic liability. As a result, efficiency has 
been reduced and production slowed up. Wherever office 
quieting treatments have been installed there has been a 
decided improvement in efficiency. Wherever brains are ae- 
tive, noise costs money. . . . Noise is today on every employ- 
er’s payroll. Much of it can and should be removed.” 

Taking everything into consideration, there is no reagon 
why progressive business organizations should handicap 
themselves by tolerating unnecessary fatigue when the 
means of removing it are at their command. 


MARCHANT PROFITS UP 


Marchant Calculating Machine Co., Oakland, Cal. 
announces a net profit of $573,096 for the first 6 months of 
1941 compared with $407,767 in the cerresponding period 
last year. Besides its own production, the company re- 
ports, its plant is engaged in contract work for national 
defense. 


TO SAVE METAL FOR DEFENSE 


Eberhard Faber Pencil Co., 200 5th Ave, New 
York, 4 years ago fitted their Mongol colored pencils with 
a decorative gilt metal cap with a distinctive black band. 
With metals essential to national defense, the company is 
cooperating by furnishing the Mongol line of colored and 
copying pencils without the metal cap. Quality of the 
pencils remains unchanged. This decision also applies to 
Van Dyke thin colored pencils and several other numbers 
usually furnished with decorative caps of metal. 


MALCOLM ANNOUNCES NEW TYPING RIBBON 


Malcolm, Inc., 202 E. 44th St., New York, an- 
nounces the Del-e-tape, a typewriter ribbon, reproduction 
from which, it is claimed, can be more quickly erased with 
less erasure particles, thereby involving less risk of 
clogging the machine than is usually the case. In addi- 
tion, it is said, impression made with this ribbon can be 
eradicated with greatest ease and without detection. The 
firm also claims no smudging, long wear, uniformity of 
color. 


 & Your Cocmmutanns 


Quickmail reply coupons to 


communicate with adver- 
tisers, appear following 


page 34 of this issue. 
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AND PREDICTS INCREASED 
POPULARITY ... MORE SATISFIED 
USERS OF THE 


Kisco CIRCULAIR Air Recircu- 9 
lators for 1942 are now in pro- #7 
duction. While the demand is § 
expected to exceed the supply. Him 
every effort is being made to Him 
keep pace with this increasing Fim 
demand for Kisco CIRCU- 
LAIRS. 
Investigate Kisco CIRCU- 
LAIRS now . . . for more 
cool, comfortable ventila- 
tion. Send QUICKMAIL 
COUPON 58. 


KISCO COMPANY, INC. 
39TH STREET AT CHOUTEAU ST. LOUIS, MO. 


Designers and Manulacturers of Heating. Cooling and VentilatingEqupmert 2 


Yi / . 
GM hit tusnsen AHERN 
September, 


1941 


COPYRIGHT 1940 by SENECA FALLS RULE 4 BLOCK CO, INC. 
Stneca Falls, n.% 


inte. : 


CRETARY 


# REGISTERED U.S.PAT. OFFICE +: 
im 


SE 


wv: 


DESCRIPTIVE LITERATURE 
++ «SENT ON REQUEST: -- 


Write Dept. G2 


He SENECA FALLS RULE * BLOCK CO, me. 


SENECA FALLS. N.Y. 


GUY D. HILLS and PHILLIP SERLING 
Trustees in Reorganization Under Chandler Act 


RULER MAKERS FOR OVER 65 YEARS 


Traveling Representatives: 


New England & New York State 
R. S. Parsons 
1265 Boulevard, West Hartford, Conn. 


a 
Metropolitan New York 
D. N. Briggs 
305 Broadway, New York City 
a 


Southern States 
J. B. Stites 
c/o Box 148, Seneca Falls, N. Y. 
> 
Middle West 
H. L. Short 
173 West Madison St., Chicago 


o 
Far West 


F. E. Rising, Jr. 
3559 West 5th St., Los Angeles 
o 


Caltimore, Philadelphia & Washington 
Thomas S. Snead 
521 Walnut St. 
Jenkintown, Penna. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Manegers 


To answer the above ad use QUICKMAIL COUPON No. 59 
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The distance between rows in which combinations of 
under-floor ducts are run varies in accordance with the 
use of the office space. In an accounting department util- 
izing electric machines, where single rows of machines and 
ledger safes are in use, ducts may be run on 9 foot centers 
with inserts for AC or DC outlets, or both on 8 foot 
centers. 

In electric transcribing stenographic departments, 54 by 
32 inch center-drop typewriter desks would require ducts 
run on a 12 foot center, with inserts for electric outlets on 
5 foot 6 inch centers. 

In a typical general office plan for expansion, where the 
ultimate layout would be a plan of 60 by 34 inch desks in 
double rows, 15 foot centers of rows would allow for a 
5 foot aisle between the desks and inserts for electric out- 


UNDER-FLOOR DUCTS IN OFFICE LAYOUT 


(Continued from page 46) 


lets and telephones might be planned on 6 foot centers. 


One can easily gather that no fixed arrangement of ducts 
would satisfy all office department requirements. That is 
why, in the original planning of the office layout, whether 
for a new building, an existing building, or a moderniza- 
tion, the under-floor duct arrangement, designs, and speci- 
fications follow the precise requirements of the use of the 
office space. 


In the constantly increasing mechanization of office pro- 
cedures, the required electric machines and devices of one 
sort or another will demand not only that the modern office 
be provided with under-floor ducts but that these duct; come 
in original, tailor-made installations for each department 
of the office layout. 


OFFICE AND STORE MACHINE TAX 
GOES INTO EFFECT OCTOBER IST 


In the new $3,553,400,000 tax bill signed by Presi- 
dent Roosevelt, a tax of 10 per cent of the manufacturers’ 
price is levied on all types of office and store machines. 

The tax goes into effect on October Ist. 


OZARK PENCIL MOVES SOUTH 

The Ozark Pencil Co., formerly at 4 No. 8th St., 
St. Louis, Mo., announces that its sales office is now 
located at Lewisburg, Tenn., where the firm has its fac- 
tory. Harry Brewer, Jr., Ozark vice-president, foresees 
quicker service as the result of this consolidation. The 
company welcomes visitors to its plant, is glad to show 
them exactly how Ozark pencils are made. 


PROGRESS ON FLINTKOTE OFFICES 


Work is progressing rapidly on the new administra- 
tion building being constructed by Flintkote Co. at its East 
Rutherford, N. J., plant for office purposes. 


As this item is written, the steel and brickwork have 
been completed and forms for the concrete floors are under- 
way. From 60 to 90 days more will be required before oc- 
cupancy of this efficient two-story office structure. 


Kenneth H. Ripnen, 342 Madison Ave., New York, office- 
layout authority and regular editorial contributor to the 
DIGEST, is architect for the new building and on its com- 
pletion will discuss in the DIGEST its factors of location, 
construction, equipment, atmosphere, and special features. 


Pas ALL STENCIL 
— DUPLICATORS © 


WRITE FOR PRICES 


THE HEYER CORPORATION - CHICAGO 


GELATIN ROLLS & FILMS 


FOR HEYER, 
DITTO, VIVID, 
STANDARD, Etc. 


Satishy! 
; WRITE FOR PRICES 
THE HEYER CORPORATION - CHICAGO 


RENEWS ANY PAN-TYPE 4 
GELATIN DUPLICATOR 


WRITE FOR PRICES 
THE HEYER CORPORATION - CHICAGO 


To answer the above ad use QUICKMAIL COUPON No. 88. 
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SERVING AMERICA— 


Despite shortage of material and Prior- 
ities we will continue to fill orders with 
a minimum of delay. When ordering 
please request prices and delivery 
dates. 


e DRAFTING KITS 
PROTRACTORS 
TRACING PAPERS 

LETTERING GUIDES 

ERASING SHIELDS 

T-SQUARES 

TRIANGLES 

DRAFTING TABLES 

STRAIGHT EDGES 

SANDPAPER PENCIL POINTERS 
INK-OUT 
ADHESIVES 
TYPEWRITER CLEANERS 
TYPEWRITER OIL 
TYPEWRITER KITS 


FOR COMPLETE 
INFORMATION 


CARDINELL CORPORATION 


MONTCLAIR, N. J. 


Use QICKMAlL 
COUPON xo 


September, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


NOW IS THE TIME TO 


GO 


places 


WITH 


STAEDTLER PENCILS 


Start building for the future—NOW. Start 
building sounder business—better work— 
better profits. Better pencils—Staedtler 
Pencils—will help you. There's a Staedtler 
quality pencil for every purpose. Ask 
your dealer. 


J. S. STAEDTLER, INC. 


53-55 Worth St. New York, N. Y. 
To answer this ad use QUICKMAIL COUPON No. 89 
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Soe ge ee 


Business 


cant wait.... 


to compile or digest lengthy 
reports and summaries. It 
needs up-to-the-minute facts 


and figures, available in- 


stantly . . . and gets them with 


VICTOR 


VISIBLE RECORD 
EQUIPMENT 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON nol 
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FIVE STAR PERFORMERS 


ple 


*Cellugraf Signals 
*Nu-Vise Signals 
*Nu-Viz Signals 
*Maptacks 
*Vise Clips 


They cut red tape in office routine, increase efficiency, and 
help your customers to obtain lower costs. Rightly used, they 
are always an investment, never an expense. Other Graffco stars 
include Graffeo Marking Tacks, Vise Index Tabs, and the widely 
popular Vise and Viz Signals. 


CELLUGRAF SIGNALS, the finest 
eard file signals made, greatly in- 
crease the efficiency of your visible 
record systems. Transparent 
celluloid in 6 colors and 2 sizes: 
opaque (with matte writing sur- 
face) in 4 colors and 2 sizes. 


NU-VISE SIGNALS .. . The 
latest in projecting file signals. 
Modern in design, they are at- 
tractive in appearance, easily 
attached, and have no out-turned 
edges to catch on other cards in 
the file. Nu-Vise Signals re 
making many friends. Made in 
12 distinctive colors and in 
printed sets. 


No.04 No.08 No.09 No.02 ] 


NU-VIZ SIGNALS ... 
The newest in metal signals 
for visible systems. No pro- 
jecting edges. They are re- 
ceiving a splendid welcome 
among users. Four styles, 
3 widths, 12 brilliant colors. 


GRAFFCO MAPTACKS vitalize maps and 
charts in Production Control—Sales—Municipal 
Fire, Police, Health and School Departments— 
and many other forms of centralized control. 
Needle steel points. A wide choice of colors 
and ‘“‘combination” designs. 


VISE CLIPS .. . For the cular user. 
ey are neat, convenient, flat in the mail. Kh 
and they hold! - 


THE VICTOR SAFE & 
EQUIPMENT CO., INC. 
NORTH TONAWANDA, N. Y. z= 


Graffco Products will be on display at the National 
Stationers’ Association Convention, Chicago, October 
6-9, Booth W-19. 


GEORGE B. GRAFF COMPANY 
68a Washburn Avenue, Cambridge, Mass. 


To answer the above ad use QUICKMAIL COUPON No. 62 
September, 1941 
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GET SET FOR 


FALL 
WRITING 


erEAR Eee 
Dez Luxe 


FOUNTAIN PEN 


America’s Quality Dollar Fountain Pen 
with these 
PERFECT WRITING FEATURES 
® 14 Carat Gold Reinforced Point with Iri- 
dium Tip (Fine, Medium and Broad Points) 

® Leak Proof Feed 

© *Trans-Vue Visible Ink Supply 

® Large Ink Capacity 

® Instant Starting, Smooth Writing 


® Beautiful, Chevron-Stripe Colors: Gray, 
Green, Morocco, Gold, Solid Black 

® Military Clip—flush with top of pen cap. 
Ideal for men in the service. Goes big with 
school students. 


® Mens' and Womens’ Sizes. Individually 
Gift Boxed. 


(*Reg. U. S. Pat. Off.) 


Ask Your Dealer to Show You the Complete 
NEW WEAREVER LINE 

Fountain Pens—Pencils—Pen & Pencil Sets 
Prices from 10c to $1.50 


WEAREVER DE LUXE GIFT 


(illustrated Below) 


A fine, back-to-school gift. Ideal 
for service men, too. Wearever 
De Luxe No. 389 Pen with pencil 
te match. 


DAVID KAHN, Inc., North Bergen, New Jersey 
To answer the above ad use QUICKMAIL COUPON No. 76 


PRESFIL 


If there ever was a need for a 

copyholder, Miss Stenographer 

has it when copying trom 

wide sheets! Doing such 

work with the aid of a ruler or blotter for a liner 
at a side position is not only “aggravatingly” slow 
but “businessly” wrong. Your local dealer will 
show you how Error-No holds copy at a true vision 
point—how line-by-line copying banishes all possi- 
bilities of errors. Try Error-No 

‘Use QUICKMAIL 


and realize that it is the best 
Me 35 | 


way—the mistake-free way! 
The Dawn Manufacturing Corp. ” 


ISION OF THE 


- HALL-WELTER CO, INC. 


16 CHAMPENEY TER. ROCHESTER, N.Y. 
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FILING INCHES SAVED | 
poo ee DOING OUR 


LEVEL BEST 
“An Important 


Announcement 


To Buyers 


Everywhere 


ODAY—we are trying harder than ever to 
please the customer—to give him every break. 
We know this war can’t last forever, that we're 
not in business for a day, and that our most 


\ hs valuable asset is the customer’s good will. 
TT 


DO LLARS SAVED | SPACE So, if you are a bit inconvenienced—here and 
AND VALUABLE EQUIPMENT there—don’t forget about our headaches. And 


remember we're in there swinging with both fists, 


BARKLEY Plastic TAB INDEXES DOING OUR LEVEL BEST for YOU. 


THE THICKNESS OF 


THE INDEX TAB Sa — October 6th, we shall have a complete display 


IS ENTIRELY ABOVE — booth of ZEPHYR-AMERICAN products with 
THE BODY OF i our Mr. M. J. Lewis in charge. He'll be glad to 
THE GUIDE CARD a er see you and give you the “dope” straight from the 


shoulder. 


At the Stationers Convention, Chicago, beginning 


Since there is no bulk extending below the level of the 

Guide Card there is a saving in space of from 20% to 

40%. This is a real sales feature translated in terms 

of valuable space and equipment saved. Barkley For further information use QUICKMAIL COUPON No. 38 
Plastic Tab Indexes have these additional features: 

Magnified Visibility . .. Smooth non-snag surfaces... 

Magnified Visibility. 


Be sure your customers see this newest innovation in 
filing equipment. Send for Your sample now—no = 
obligation. Visit us at Booth A-7 during N. S. A. Con- 


vention. CORP 


C.L. BARKLEY & CO. | ;! westa7tHst. NEW YORK,N.Y. 


Established 1921 Zephyr Autodex patent numbers—2,141,761, D-110,007. 
517 S. JEFFERSON STREET CHICAGO, ILL. de 


To answer the above ad use QUICKMAIL COUPON No. 23 
bé : 
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NU, AcE PEON TING: 
ITGOES WITHOUTSAYING | === 


THAT YOU WANT 
THE BEST 


SO oils 
ORDER Year Inand Y ear Out 


The favorite and most popular Corners 


for 211 mounting purposes, mounting 
stamps, snapshots, drawings, cards, clip- 
pings, or other items . . . temporarily 


or permanently. 


PRODUCTS Neat, efficient, and handy to use. Noth- 


ing better to protect mounted items 
[ ; ssa a i against torn edges, thumb marks, etc. 


They double the value of photo albums 
by providing an automatic file for nega- 
tives. Just place the negative under its 


i all | print when mounting. 
| | as shown in actual sizes in 
U ‘ 4. Styles Sieeentions atl de 


j | REGULAR in black, white, gray, green, 
[) [ | red, sepia, and ivory; 100 to 
, and the pkg. Gold and _ silver; 

LJ i JUNIOR ) 60 to the pkg. 


SENIOR same colors as above; 40 to 


_ = . the pkg. Gold and _ silver; 
In THE RIGHT PLACE 24 to the pkg. 

‘ : TRANSPARENT in crystal-clear cellulose for 

100% visibility; 80 to the 

pkg. 


NuAce PHOTO HINGES 
are unexcelled 


Send for our FREE booklet, “The Right Use them for mounting snapshots, 
=) 2 " 5 . clippings, etc., where space is limited. 
Pencil in the Right Place,” which de- Mount prints one above the other . . 


scribes all of the items in our line. locate desired item with a flip of the 
finger. Just moisten and use. 


Use QUICKMAI 
now “EB Consult your dealer or write direct for 


Samples and Prices 
Use QUICKMAIL COUPON No. 64 


KOH-I-NOOR PENCIL CO., Inc. ACE ART CO. 


5 Gould Street Reading, Mass. 


September, 1941 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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URCHASING — agents, — pushed 
around by priorities and what not, can’t 
help thinking they have the hardest job 
in the world. Well, we manufacturer- 
ers have some troubles, too. The threc 
M’s ... Materials, Men and Machinery 

. have got us “viewing with alarm.” 
But that’s the gloomier side of the pic- 
ture. The brighter side is, that this 
Emergency will soon jell itself, and you 
and we will know what’s what. . . and 
if Business can’t call itself AS USUAL. 
we'll at least have the fun of pulling to 
Use Quick gether for a grand cause. Heads u>) 
COUPON, No boys! Let's lick this situation together 

ait p You can still get FULTON specialt.c, 
somewhat as wanted .. . 


Ful ton SPECIALTY CO.. 200 Fifth Avenue, New York City 


Factory at Elizabeth, New Jersey 


SAVE TIME 
AND MONEY 
WITH THOSE 
FASCINATING 


r Grade Merchandise 


ee a UTILITY MODEL 


No, 25—S. Black and No. 225%—A. Mahogany No. 2I—TABR, Plastic Amber No. “Tim, ora 
Antique Silver finish and Antique Bronze finish and Antique Bronze finish Plastic and Pore 


MANY OTHER MODELS IN METAL AND PLASTIC, AND PORCELAIN. 
Write for new 1941 catalogue. Models for every purpose—Gift, beauty, and special utility. 
For any work with pen and ink. 
Writing tasks become pure pleasurable joys with Fount-O-Ink Writing Sets. You may answer this 
ad with quick mail coupon. No. 41 


GREGORY FOUNT-O-INK COMPANY 


2652 Pasadena Avenue, Los Angeles, California 
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(Continued from page 44) 


for the coordination between departments if the work is 
to proceed in an orderly way, step by step in relation to 
the time their work is to be completed. 

The extent of planning which can be done depends some- 
what on the size of the office, the nature of the work to be 
done, and the necessity for planning control. Perhaps we 
use more figures for control purposes than the average 
office because of the seasonal nature of the tire business. 
The automotive manufacturers schedule tires in relation 
to their manufacturing schedule—and their season is not 
in relation to the summer peak caused by our replacement 
business in the field. 

We have had, too, a situation where our business has 
been continually expanding, with the result that there has 
been a need for additional personnel, equipment, and office 
space. To take any action on any one of these additional 
needs required facts either to prove or disprove such needs. 
Any other approach usually resulted in lack of satisfaction 
to all parties concerned, because the need for additional 
requirements was not presented in such a way as to prove 
or disprove the necessity for additions. 

After going through a number of these situations, we 
found need for a record maintained by departments, wher- 
ever there was a unit of measurement available. We also 
found, in connection with the office management program 
which had been put into effect, that statistics would be 
required to show the results of the program. Those records 
permitted comparisons from period to period, and have 
become more and more valuable in the management of 
departments. 

The supervisors were more aware of their variations in 
volume; consequently, the need of additional personnel and 
equipment could be anticipated for our seasonal demands. 
Also, supervisors were more sure of their recommenda- 
tions. The flow of work, because of the study of the infor- 
mation available, moved more smoothly in departments 
and between departments. Controls of this type have been 
most useful in balancing our hours in relation to peaks 
and time schedules. 


Anticipating Demand 

Experience has shown us that planning is advantageous 
because it anticipates a demand for more help ahead of 
actual need—or the possibility of a reduction in volume. 
The first condition results in a bottleneck, and the second, 
in extra cost of operation. There is nothing new in this 
approach when compared with factory operations. If we 
increase our production in the factory 10 per cent, we will 
need approximately an equal expansion in personnel and 
possibly in equipment. There has been an opposite ap- 
proach in offices in that the effect of additional work has 
not been anticipated, the result being confusion and delay. 
Such a condition interferes with orderly flow of work, per- 
sonnel is sometimes not properly trained, or supervision is 
required to apply more pressure. 

The setting of the units of measurement referred to is 
limited somewhat to departments where work is repetitive 
and where units can be hand counted, machine counted, 
Weighed, or measured. As to orders and invoices, types of 
paper can be counted. Machine postings and stenographic 
work can be measured in terms of cyclometer points. The 
number of people in our factory and the number of daily 
time tickets received are valuable units of measurement 
for a factory organization. Other units are incoming mail 
by weight, the amount of postage used per day, and inches 

(Turn to page 74) 
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SUCH AS THIS —> 


An 


“COOK'S | 


STAINLESS STEEL 
FILE SIGNA 


PATENTED 
FEATURES 


CAN'T 
CATCH 
OTHER 
PAPERS 


KEEP 
THEM IN 
THE EA 


TYPES FOR EVERY FILING NEED 


ADE of stainless spring steel, highly polished. Cook’s 

Signals will not discolor paper and will remain clean 
and bright under all conditions of dampness. Due to 
ingenious, patented-protected features, they are easy to 
attach, relocate or remove, yet always stay put. Being of 
very thin gauge, they add practically no bulk. The signals 
are supplied in 12 colors, all non-chipping enamels. Helpful 
cards of actual samples on request. 


OTHER ITEMS FOR BUSY OFFICES 
“Bull Dog” CLIPS 


Tough spring steel clips * 
for holding bunches of § 
Papers, cloth, 
samples, etc. 
Nickeled jaws, 
colored bodies. 
Five sizes. 


“Burro” INDEX TABS 


Detachable tabs for cards 
and ledgers. Patent tongue 
insures firm grip. Supplied 
with alphabets, names of 
months and numbers 1-31; 
also with blank inserts. 


“Burro” PAPER CLIPS 
Fasteners for letters, enclos- 
ures, ete. Of thin spring steel 
heavily nickled. Four sizes: 
3 with non-slip tongue, one 
without. (Circulars and prices 
on all above items on re- 
quest.) Send Quickmail Cou- 
pon No. 10. 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
"EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED” 
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BANDES “SUPER-TE 
N K FLOOR MATS 


AN OFFICE NECESSITY! 


Protects fine rugs and carpets. 

Gives longer life to all floor coverings. 

Saves damage from cigar and cigarette ashes 
and sparks. 


Here’s the latest—Bandes “Super-Tex” Floor 


Mats, made from an extra-hard, compressed wood- 
fibre board, with a new baked finish. “Super-Tex” 
Floor Mats are sold with a perpetual guarantee 
against defects, wear, discoloration, ete. Compare 
this with the usual 1 to 3 year guarantee of ordin- 
ary floor mats and you can see why “Super-Tex” 
Floor Mats are in a class by themselves. Available 
in standard colors to match walnut, mahogany and 
green. Ask your office supply dealer or send 


QUICKMAIL COUPON 66. 


JULIUS BANDES & CO... INC... 132 WEST 22nd STREET. NEW YORK CITY 


NEW INVENTION 
OPENS UP PROFITABLE 
. —s«: BIG FIELD 


NOW-— A FINGER-MOISTENER THAT‘S 
' —_ 
3 . . ALWAYS READY FOR ACTION! 


At last—a finger moistener that makes all others 
as old-fashioned as the cigar store Indian. The 
wick is made from 100% spun glass and ALWAYS 
stays wet through capillary action. Clean, sani- 
tary—never too much moisture or too little. Will 
give perfect service indefinitely with minimum 
bother or care. 


This remarkable moistener is a favorite \’ New, modern, practical. Will outwear 


The “Glaswik” pre- with Banks, Insurance Companies, Large sponges, 3 to |. 
pete mar vayone — Seneen, Siee OF ces, Rail- \/ The wick can be washed in water clean 
assures a uniform sup- roads, etc. , _ as snow. 
ply of moisture at all Order from your stationer and try it No bother or fuss—clean as a whistle. 
out yourself! ‘fe wonderful time saver. Encased in a clear flint jar. 
a Retails at $1.00 \. Water level always visible. 
dl Send QUICKMAIL COUPON No. 67 for Quantity Prices. V Will give indefinite service. 


m «= «EL sXW. «PIKE & COMPANY ».0. 80x 4, euzasett, W. 


Manufacturers of Pike’s “Better Moistener’ and Pike’s “Electric Reader” 


— 
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& 10 PROFIT 
ori MAKERS 


Amazing Stapler, Staples, Staple Remover, and 
Personal Paper Punch, with New features—New 
| values—that instantly attract New and Old cus- 
| 
| 
| 


tomers in Office. Scioet and Home markets. 


PENCILS | 


PRESTO STAPLER 50c 
complete with 500 staples.... . ’ 
Fastest selling desk stapler in the world 

— streamlined — attractively 
finished. Sturdily built for posi- 
tive service. Every 
desk needs one. 


FIRST QUALITY 


STC sis01Es 


PRECISION MADE 


METAL SPECIALTIE: Company 
PRESTO STAPLES USA 
fit perfectly —assure smooth 40 STRIPS OF SO STAPLES 
operation—precision made. . 
2,000 in a box, 25¢. 


3 HE world will always have its 
ups and downs. In abnormal times 


business must conform to the require- 
ments of government, and no one ex- 
pects that in an emergency of national 


lines still offer the silver lining. Good, 
American-made SWAN Pencils . . . suit- 
able for every purse and every purpose 
. .. make it just a little easier for you 
to CARRY ON amid obvious confusion 
and uncertainty. We are doing our best 
to help you . . . come what may. 


proportions conditions shall remain Handles 
100% as usual. Nevertheless, QUALITY an eunk 


INDISPENSABLE JPA 
TO STAPLE USERS 


PRESTO STAPLE 
REMOVER = 


Press the 


Quickly—easily—removesall 
wire staples from checks, re- 
a and other papers. on 
ken finger nails. No to 
papers. Indispensable to aan 
staple users. Made of color- 
a) ful L .-~ and hardened 


rene PERSONAL PAPER PUNCH 
OTHELLO TIGER Makes naan 
SWANO FORTUNA ey “4 
| CASINO FLORA PAPE puncte | ct 


SEND QUICKMAIL COUPON NO. 78 FOR 
COMPLETE CATALOG 


bore sencil Co.1nc. 


saves time for 


Students and 

10° 1" rom Ep of Poor Writers. 
Com be Carried om oe, oe 

attractive 

{ Soon di : 1 


Travelers, 
Secretaries, 


Use Quickmail Coupon No. 18 for Prices 


METAL SPECIALTIES ., 


| 221-225 Fourth Avenue New York City MANUFACTURING. CO.“ 
ne : eae 
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IT SAYS IN 
ESQUIRE THAT 
VARAT BRIEF 

CASES ARE 
THE THING! 


OUR LIFE AND ESQUIRE ADS WILL 
BRING HUNDREDS TO YOUR STORE! 


26,000,000 readers of LIFE and ESQUIRE will be reading 
about Varat Brief Cases in Varat's great fall advertising 
campaign. About the new improved Varat designs . . . fine 
tailoring and quality leather . . . and the exceptionally low 
prices that have already made the Varat "V" famous. Get 
your share of the millions of presold customers who will ask 
for that V! “'V" means "Victory" . . . for your cash register! 
And here's a little friendly tip: Prices are rising rapidly and 
delivery is unpredictable. We urgently suggest that you get 
your orders in at once! 


is designed for writing satis- 
faction and repeat business © age eal 


and = Portfolio 
combination. Marvelous 
new design for school 


® Only the tip of the pen touches the ink. 
Uniform pen-inking, no flooding. 


® No creeping of ink up to the finger-grip. 


® No over-supply of ink to spill from feed- 
ing compartment if set is mishandled. 


® Compartment “'B” controls expansion caused 
by temperature changes. 


® Compartment “A” holds six months to a 
year’s ink supply — no frequent refilling 
nuisance. 


® Fill-opening closed by pen socket—hole 
in socket feeds only enough ink for writing. 


® One-piece hard rubber construction per- 
manently resists damage from ink acids. 


® Weighted for stability. 


Before you believe that any other desk set 
is “just as good,” investigate the many 
exclusive features of famous Handi-pen 
construction—and give your office force 
these extra advantages. Handi-pen brings 
favorable reactions—sells you by its per- 
formance, on going “100% Handi-pen.” 
Ask your stationer for a demonstration. 
Sengbusch Self-closing Inkstand Co., 925 
Sengbusch Bldg., Milwaukee, Wis. 


Series HP-6 
Handsomely har- 
monizing best-sell- 
er styles $3.00 to 
$10.50. 


To answer the above ad use QUICKMAIL COUPON No. 6 


and business. Top-grain 
cowhide, with disappear- 
ing handle, twin Talon 
zippers, booster metal 
fitted, three extra large 
cockets, and bound pro- 
tected edges. For stand- 
ard size sheets. A scoop 
value! 


Top Grain 
Cowhide ...No. 108 


Deep Cuff 
Sowhide ....No. 108X 


No. 417—BOAR 
GRAIN SPLIT 
COWHIDE 
Size 11"'x8!/." sheet 
No. 419 Same except 
Size 9!/"x6" sheet 
No. 420 Same except 
Size 8!'/2"'x5!/." sheet, 
Triplet Binders for Price 
and Note Books. Genu- 
ine Talon Slide Fastener 
on 3 sides. Has 2 pock- 
ets, one across width 
and length. Booster 
metal. Lined smartly in 

Swirl Leatherette. 


Send QUICKMAIL COUPON 
No. 68 for free catalog. 


MURRAY VARAT CO. 


118 S. Clinton St. 
Chicago. Ill. 


September, 194! 


, 


5 5 ee a ee a foe a Ar sce Po) ee ee BES § 
Ju ae . yf 4 a ss 
: CROSS <a me § dea 
“ee Ae —— ll (ok ee. sy 
~ SECTIONAL = as = ms ‘a “ie a eS 
a\\ y — 4 3 
| EZ \ \ ff Eames |= 
ae. . °° le hi ass * Pa Bal  - 7 (j q # 
, w i eee a O hoe 4 * . mah » . Ey a F is ¥ 
a c= y } 4 ee asf : = a , 
3 Oe WA KASSEL Rae : V4 | é : SNe fe 
, OPEL OREM ST EC REDE AEE REA : 
Se: ~ How Sengbusch 4 _ | 
% hee | e ae ¥ a a S 
| SN : 7 ro i 4 : 
. > a : es 
x id. bo y J 
a . q 7 
E : ee 
: : — ii. e 
¥ : # — Bee. 4 m 
% ; ae ol : - 
xe J eee A a 
yf = 
% 72° Pe Sept 
Ce ag +3 Wee ae il Bee ee ee aa _ é Pe ote : beeen ee eee ea I ee: ; ri 


 KIM-BER-LY DRAWING 
 KIM-BER-LY THIN 
- COLORED PENCILS 


friends by their outstanding 


For Samples and Prices Use QUICKMAIL 
on our complete line . COUPON oS 74 | 


GENERAL PENCIL 


COMPANY, INC. 


JERSEY CITY NEW JERSEY 


Makers of fine quality pencils 


for over 50 years. 


Ree LLL 
Septem’ c-, 1941 


keep up your standard 


Grippit 


paper cement 


You can depend on Grippit to deliver UNIFORM 
PERFORMANCE guaranteed by strict laboratory 
control — in every package from two-ounce 
tube to gallon can or 55-gallon drum 
WwW 

Grippit’s PURITY insures that you can trust 
it with your finest work without fear of stain- 
ing — Furthermore, it will always rub off clean, 
leaving no residue 

; 4 
Because Grippit is NON-INFLAMMABLE you can 
store any quantity without special city per- 
mits or extra cost for fire insurance — You can 
use it while smoking or where static is present 


Use WICKMAIL 
B COUPON RED 


Ask your jobber or write for sample to 


HARRIMAN-WELTS PRODUCTS CO. 


200 Summer Street, Boston, Mass. 
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Helping to Keep 
Booming Business 
ORDERLY! 


MORE SPEED, fewer headaches, less 
lost motion when the papers of busi- 
ness are kept in order. And so business 
men, the government—their customers 
and their employes—appreciate more 
and more the vital service performed 
by that simple but efficient little gadget 
-—the ACCO FASTENER. 


Never more needed than now, Acco 
Fasteners are proving that bound pa- 
pers—the control of all loose records 
—mean quicker, easier, more profit- 
able operation. Find out how Acco 
Fasteners will help you too. Ask your 
Stationer or send Quickmail Coupon 
No. 22 to us Now. 


ACCO PRODUCTS, 


39th Avenue & 24th Street 
Long Island City New York 


| 


PLANNING PRINCIPLES 


(Continued from page 69) 


of material mailed. Units may vary at times, but as a 
whole they are accurate enough to indicate marked varia- 
tions in volume and can be related to the number of em- 
ployees; this, in turn, can be converted into the operating 
cost of a department. 

Our experience in determining the cost per unit of work 
was interesting. We issue a cost sheet to each department 
operating with a unit of measurement. A fluctuating vol- 
ume with no change in personnel results in a decreasing 
cost as volume increases, and an increasing cost when 
volume decreases. As to the same volume, there is a ten- 
dency to decrease costs because a measuring stick of man- 
agement gives an incentive to supervision to reduce lost 
time. 

In our organization are certain departments where the 
work is specialized but where, because of the cost, it is 
impracticable to establish units of measurement. 

One of these is a central clerical service unit. The 
department has approximately seventy-five employees, who 
issue some 600 reports daily, weekly, and monthly. One 
section does most of the calculating work for the account- 
ing departments, and the balance consists of groups report- 
ing daily production, sales, and miscellaneous distributions 
included in our manufacturing expense distribution. The 
nature of the work, the number of people involved, and the 
importance of completing all the reports on time required 
proper control. 

A schedule had been maintained by job, showing the time 
each report should be completed. However, some of the 
jobs fell behind because the type of incoming material did 
not reflect the variation in the amount of work needed to 
complete each report, nor was the true condition reflected 
until the work had fallen behind. In other words, no one 
knew how much work was to be done in relation to the time 
schedule to do the work. 

The first step taken was to break the department into 
smaller groups having a direct responsibility for a particu- 
lar type of work. 

The second step was to determine the length of time 
required to do each job in each of the several groups. Each 
clerk then kept an individual time record, and these tickets 
were summariezd daily and monthly for each job. From 
the summary sheet, then, we were able to determine the 
time required on an average to do a job for planning pur- 
poses. Variation from the average time was checked to 
determine whether personnel was not familiar with the 
operation, or possibly whether there was an increase in 
the volume. The chief use of these hour reports is to sched- 
ule the work during the month in order to complete our 
reports on time and, perhaps of more value from a plan- 
ning standpoint, to meet our accounting closing schedule 
and adjust ourselves to changing conditions due to special 
jobs, cost changes, and the variation in the number of cal- 
endar days allowed for closing. 

One of the basic improvements from planning in our 
offices issues from the use of a closing schedule issued to 
each department, showing the scheduled day and time each 
part of the work should be completed. By this we mean 4 
schedule starting in an originating department and con- 
tinuing until the particular part of the closing is finished. 
For instance, the timekeeping department schedule sheets 
show the day and time the time tickets are to be completed 
for use by the labor distribution group. The latter is then 
scheduled as to the time its posting is to be completed, 
which in turn had been planned in relation to the final 
manufacturing expense tabulation and the final account- 
ing closing. (Turn to page 77) 
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Save Valuable Filing Space 
Use 


SANFORDS Library Paste 
Urge your employees to use LIBRARY PASTE in their 
filing operations—because - - - - 


— it prevents separation of papers. 

—many more sheets can be filed if pasted, than 
if fastened by other methods. 

—it is ready for immediate delivery. 
No priorities nor shortages retard availability. 
Easy and Quick to use. 

—Sticks almost instantly. 

—Never discolors anything. se QUICKMAI 

—Costs less because it goes farthest. MN,©, 


SANFORD INK COMPANY 
2534 CHICAGO NEW YORK 


ANSWERING THE FIRST NEED _ 
OF BUSINESS.... SPEED! ~ 


The Art Metal SPEED-FILE brings new © 
speed, new accuracy, new simplicity, and | 7 
convenience to filing. Exclusive Art Metal 


Greater 


e “Auto-Tilt Compressor” eliminates the 

h waste motions and compressor-moving time < : if 

s involved in handling correspondence or pee 

n any records filed in folders. Write for com- 

« plete information about the Art Metal : L L 
SPEED-FILE that increases visibility and Val oll e 

‘a saves time and effort in filing. vi 

OD I . 

“ ART METAL comstauct ON CO. wil 
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pha-Merical 


The Modern Way of 
| Filing and Finding 


Simple — Efficient 
Economical 


rHE Wabash CABINET COMPANY 


FILING SUPPLIES EXCLUSIVELY, WABASH, INDIANA 


The Wabash Cabinet Co., Wabash, Ind. 
Send us information about Indexing the Alpha-Merical way. 


Firm 
Address 
Individual 


To answer the above ad use QUICKMAIL COUPON No. 60 
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= OPED ARANOD Der aed 


FACING 
TO-MORROW 


Every successful industry in our land today owes 
most of its success to its ability to “face tomorrow.” 
The leaders in every line have been the first to look 
ahead, to anticipate the changing needs, desires and 
standards of a changing people. Yesterday’s standard 
cannot meet today’s demands or tomorrow’s require- 
ments. 


Hoosier prides itself on being able to keep its products 
well abreast of the times. New refinements, new units 
and new suites are constantly added to accomplish 
this end. 


That we will be ever on the alert is a promise to 
our present customers and to the many progressive new 
customers who are to face tomorrow with us. 


Catalog No. 50 illustrating and 
describing all grades and styl+s 
of Hoosier office furniture— 
the best office furniture that 
money can buy—at each price 
level, will be mailed upon re- 
quest. Send Quickmail Cou- 
pon No. 65. 


HOOSIER DESK COMPANY 


JASPER © INDIANA 


= 
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(Continued from page 74) 


This closing schedule is issued in detail to all depart- 
ments. When first used, the result was very poor, but 
experience permitted careful adjustments, and resulted in 
a practical working schedule which can be maintained. 
In some cases it was necessary periodically to determine 
the number of man-hours required for each part of the 
closing schedule, and the maximum number of people who 
could be placed on the work at any one time. Under the 
schedule issued, minor adjustments are made from time to 
time to take care of variations. If we used a standard 
number of working days in a closing schedule without 
considering time variation due to holidays, we would be 
able to use the same schedule throughout the year, making 
only minor adjustments for volume variation. 

In my opinion, the most important phase of the subject 
of planning is not the explanation and use of reports, 
records, or schedules, but rather the results of the recog- 
nition of a need for factual information as a basis for 
directing management thinking in an office. When this 
type of thinking is established, it becomes a working part 
of management technique and a useful tool toward estab- 
lishing office management as an important phase of man- 
agement in contributing to the success of a company. 


COST ACCOUNTANT’S LARGEST MEETING 


The recent twenty-second International Cost Con- 
ference of the National Association of Cost Accountants, 
held at the Waldorf-Astoria, New York, was the largest 
conference in the Association’s history and was notable for 
the interest and attendance at the technical sessions, it 
is announced. 

At these sessions principal consideration was devoted 
to the industrial accounting problems arising from govern- 
ment contracts. Mark S. Massel of OPM and Herbert F. 
Taggart of OPAC presented the government viewpoint and 
discussed current problems and likely future trends. The 
problems of the industrial accountant dealing with the gov- 
ernment were discussed by Joseph P. Healey, assistant 
treasurer of Curtiss Wright Corp. Four group meetings 
were devoted to consideration of allowable costs in govern- 
ment contracts, accelerated depreciation, amortization of 
emergency facilities, and the application of overhead under 
present conditions. 

In their preoccupation with government contracts, the 
industrial accountants did not overlook the importance of 
fundamentals. William M. Bechler, assistant controller of 
B. F. Goodrich Co., outlined the accounting and reporting 
procedures of his company. There were group discussions 
dealing with cost reports, the flexible budget, variances 
from standard costs, internal auditing, inventory control, 
and the justifying of investments in plant assets. 

A tax session dealt with taxes from the viewpoirt of 
the industrial accounting problems involved, and there was 
a panel discussion by representatives of the public accoun- 
tant, industrial accountant, and credit grantor of “The 
Responsibility of the Public and Industrial Accountant for 
Inventories.” The off-the-record discussion period held as 
part of this session indicated little lack of agreement as 
to the areas of responsibility for the public and indus- 
trial accountants. 


BOOKLET ON PAPER 

Unusual material is presented attractively and ef- 
fectively in a new booklet, Much for a Mite, issued by 
L. L. Brown Paper Co., Adams, Mass. Copies are avail- 
able on request. Tables in the book show the actual costs 
in 100th of one per cent of various grades of rag papers. 
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Here's Two Better 
LOW COST stapiers 


pe — 


STAPLES 25¢ EXTRA _ 


BUILT WITH WATCH-LIKE PRECISION 
These Two Popular Ace Models 
Offer Outstanding Stapler Values 


When the name “Ace” appears on a stapling machine 
‘t is a positive guarantee of quality and satisfaction . . . 
regardless of price. In designing and building the Ace 
Glider and Ace Scout the same precision engineering, 
skilled workmanship and high-grade materials were 
used that has made the Ace Line “the World's Finest.” 
The Ace Glider and Ace Scout never jam or clog.. . 
are guaranteed to give perfect stapling performance. 
Even the hardest. continuous service fails to affect their 
smooth, efficient operation. Todayl Ask your dealer 


for a DEMONSTRATION AND 10 DAY FREE TRIAL. 
STAPLE REMOVER 


To Remove Staples Quickly, Neatly 


There is nothing like the Ace Staple Re- 
mover for removing staples. Snaps them 
out in a jiffy, saves finger nails, prevents 
damage to paper. Made of finest steel, 
chromium plated. Used by United States 
Government. Each, 60c. 


STAPLING MACHINES. 


~ FOR EVERY. PURSE AND PURPOSE 


To answer the above ad use QUICKMAIL COUPON No. 12 
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Bicones 


POSTURE CHAIRS 


Streamlined Bases 


with shielded casters 
(Patents Pending) 


Light Weight 
Sturdy 
Steel Construction. 


“A Model for Every Need” 


No. 2800 Arm Swivel Chair 


Sold by office equipment dealers everywhere 


Send Quickmail Coupon No. 2! for 1941 
Catalog today. 


STURGIS POSTURE CHAIR CO. 
Magnolia Street Sturgis, Mich. 


Behind the counter or in front of it, store operators 
and customers alike are looking for economical 
operation. Every method of conservation contri- 
butes to defense. Boston Pencil Sharpeners save 
wood and graphite because they cut cleanly, 
efficiently, quickly. They make a point and then 
stop cutting. Ask for—demand Bostons—for your 
pencil defense job! 


C. HOWARD HUNT PEN CO., Camden, N. J. 


BOSTON SF-4 
Handsome, dur- 
able, SF-4 sharpens 
any size pencil. 
Quickly adjustable, 
easily operated. 
Contains the solid 
steel 15 ee 
edge speed cutters. 


BOSTON 


PENCIL SHARPENERS 


To answer above ad use QUICKMAIL COUPON No. 95 
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Dratt BOSTONS for your 
PENCIL-DEFENSE Jot! 


| 
| 
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Write today 
for complete in- 


and other wardrobe 


PLANS FOR AMA OFFICE MANAGEMENT MEETING 

The American Management Association’s Office 
Management Conference, a meeting that each year brings 
together nearly 1,000 office management executives from 
industries throughout the United States, will take place 
in New York at the Hotel Pennsylvania, October 22nd-23rd, 
The AMA sessions this year will be devoted largely to 
office administration problems arising out of increased 
defense production. AMA points out that each expansion 
of a company’s manufacturing effort is immediately re- 
flected in office operations, creating problems in personnel, 
uses of office equipment and office method. 

An important session of the Conference will be devoted 
to the problem of holding office workers in their jobs in 
the face of increasing factory wages and employment. 

The program so far developed by the AMA follows: 
Wednesday Morning, October 22nd—OFFICE MANAGEMENT'S 

FUTURE 
I. “Duties of Office Managers in Progressive Companies” 
John Mitchell, vice-president, Courier-Citizen Co., Chi- 
cago, and vice-president, AMA Office Management 
Division. 
II. ‘“What’s Important in Equipment Today?” 
Harry J. Volk, Prudential Insurance Co. of America, 
Newark, N. J. 
Wednesday Afternoon, October 22nd—-EMERGENCY SALARY 
ADMINISTRATION 
I. “General Foods Salary Survey” 
Murray Chism, personnel manager, General Offices, 
General Foods Corp., New York. 
“Revising Job Descriptions to Comply with Wages 
and Hours Requirements” 
E. E. Little, Wages and Hours consultant. 
(Chnennet on page 68) 


Here is ward- 
robe equip- 
ment that 


construction 
accommodating 
3 persons per 
lineal foot of 
B rack. Indivi- 
— dual space for 
hats, cnats 
overshoes and 
umbre 
**valet’’ e 
office can ai- 
ford. Sold by 
the foot from 


‘on about this 


| equipment as described in the catalog. a $ ft. length up. 


VOGEL -PETERSC een ae: bs 


1818 N. Wolcott Ave., Chicago, U. S. A 


To answer the above ad use QUICKMAIL COUPON No. 94 
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FLD it once Whrate. m montna 


be sexlewuh DIP-LESS 


WRITING SET! 


Writes a full 
page with- 
out dipping! 


New. Conven- 

ient. As substan- 

tial as it is good 

looking! Holds an 

average half-year’s ink- 

supply. Can’t overflow. Can’t 

leak. Gives you famous  gweue set... ($250) [7 
Esterbrook pen points. Al-  pjouypie ser. ($500) O 
ways ready to write! Try a 
Single or Double Set this 
easy way. Mark and mail 
this coupon now. No obliga- 
tion. The Esterbrook Pen Co., 
Camden, N. J. 


HIG Gins 


AE a pm 


ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


GINS wns: 


To answer the above ad use QUCKMAIL COUPON No. 70 


Mr Purchasing Agent . .! 


There is two good reasons why you should use the pre- 
ferred Daco Filing Supplies and Forms in your office . 


QUACITY—PRICE. 


Daco has always sold quality merchandise at reasonable 
prices. 


COMPLETE LINE OF FILING SUPPLIES 
Files for every practical use, banks, insurance companies. 
business offices or industrial plants. 


@ Filing Ssystems @ Filing Folders 

@ Index Cards @ Commercial Forms 

@ Record Cards @ Guides and Indexes 

@ Printed Forms @ Ruled Stock Forms 

@ Bank and Insurance Forms @ Special and N.C.R. Forms 
@ Red Rope Envelopes 


MU 


We are still able to take care of your normal needs with 
the usual Daco promptness. Careful buying has enabled 
us to supply our dealers and avoid unnecessary price 
increases. 


Send today for our complete, illus- Use QUICKMAIL 
trated Catalog, samples and prices. COUPON oe) 83 | 


ti Manufacturing Specialists for a 
>. Quarter of a Century 


ewe THE DACO CARD INDEX CO 


9 FEDERAL COURT - BOSTON,MASS 


TEw Te Pew STS OT Pee 


MU LU LLL UL 


A 


To answer the above ad use QUICKMAIL COUPON No. |6 
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Press the 
Button— 
Stubs and 
Ashes 
Disappear! 


YOU BUY 


more than a Smoker when 


Advertised in 
GOOD HOUSEKEEPING 
AMERICAN HOME 


You are not buying 
just a smoker when 
you buy Ash-Away 


ASH - AWAY —you’re buying a cleaner office 
SMOKERS or home, you’re buying smoke free 
are Nationally rooms, insurance against spilled 


ashes, scorched rugs and burnt 
furniture! With the Ash-Aw-~ 
Tray Models you’re buying t + 
the convenience of an end table. 
A smoker is a smoker, but an 
Ash-Away is more than a smoker, 
it’s an added convenience for the 
office or home, the perfect cam- 
panion for the desk chair or easy 
chair, the reception and 
conference rooms. 

Get an Ash-Away Smoker 
for extra smoker conven- 
ience! 


> 


WORLD'S 


CHICAGO: 1136 American NEW YORK CITY 
Furniture Mart 
15115 Merchandise Mart 


THE NAGEL-CHASE MFG. CO. 


2811 NO. ASHLAND AVE. 


CHICAGO 
Displays 
LOS ANGELES 
1405 New York Furni- Room 904, 742 S. Hill 
ture Exchange St. 


LARGEST SMOKER MANUFACTURER 


NEW ILLUSTRATED 
TEMPO CATALOG 


Desk Draw Size 


24 Pages 
Write for 
free copy 


COMPLETE LINE 


STENCILS 
INK 
avo SUPPLIES roe 
STENCIL DUPLICATORS 


MILO HARDING COMPANY 


os anceres PITTSBURGH 


MILO HARDING COMPANY 


435 W. Pico Blvd. 
Los Angeles, Calif. 


416 Commonwealth Annex 
Pittsburgh, Pa. 


cee AGAIN ! ‘a 


a sme. 


s - 
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THE LOUIS MELIND CO. CHICAGO . . . NEW YORK CITY . . . SANFRANCISCO 


To answer the above ad use QUICKMAIL COUPON No. 96 


To answer the above ad use QUICKMAIL COUPON No. 33 
WORLDY GREATEST all around 


ELECTRIC TOOL <= 
DRILLS — GRINDS — SANDS thie 
SAWS — POLISHES 
SHARPENS — CARVES 


The new WHIZ ELECTRIC TOCL is 
the handiest power tool ever made. A 
rugged tool for power and precision work. Drills through 
4 inch iron plate in 42 seconds or engraves intricate designs. 
Handles any material: Metals—Woods—Alloys—Plastics— 
Glass—Steel—etc. Saves time. Eliminates labor. Plug into 
any socket AC or DC, 110 volts. Chuck % inch capacity. Ball 
bearing thrust. Powerful, triple-geared motor. STANDARD 
MODEL, with Normal Speed (uses 200 different accessories, 
instantly interchangeable). Price only $7.95. 


The only DRILL-TOOL with a full year’s guarantee 


FREE Accessory outfit (value $2) includes set of drills, mounted 1% 

inch grinder, sanding discs, cutting wheels, mounted brush, 
polishing wheel, carving burr, etc. FREE with each tool ordered NOW. 
We pay postage. 


USe QUICKMAIL COUPON No. 20 
10 Day Trial—Money Back Guarantee 
PARAMOUNT PRODUCTS CO. 


DEPT. 9 FED 545 FIFTH AVENUE NEW YORK, N. Y. 
September, !94! 


me 


. — 
- | Obh-Away 
3 ” a 
- ro | * i 
e MKS =) a 
% a | : ; i a 
a ESQUIRE y 
—_ ft. 
: 2, papell laa 
: ® “ » | Vs resin | 
S BR LR 
ae - | a 
4 a /.-. 94 = 
i= ~~ e (Ee 
= “400K, VALADIM imaee 
s EES TT 
a. ——————————————— 


ith . It’s Amazing! 


—how these 
DICTATING CYLINDERS 
es rinc STREAMLINED STOOLS 


Speed up 
Production 


The reason is they give 

a “3rd Comfort” Fea- 

ture of “Height that’s 

Right’ —always—for each 

worker. Inside the trim 

look:ng post of each Ever- Hold Stool 
> or Chair is a simple automatic self- 
—— locking device, which never fails—and 
il never gets out of order. Each worker 


simply lifts seat to most comfortable 
work-level and sits in comfort. 


Simply lift seat 
to ‘Height : 
ia a VER-HOLD 
Adjustable 
range 18 to 24 
nt Automatic-Adjustable 
> Stools and Chairs 
are especially attractive in appear- 
a.ce bccause they have no set 
screws, ratchets or gadgets to 
mar their streamlined looks- 
nor to snag hosiery or 
clothing. Write for at- 
tractive catalog and prices. 


_ _ RECORD COMPANY 


104-114 South Fourth Street _ Brooklyn, N. Y. C. G. Campbell, President 


LABORATORY — FURNITURE (7 (7 EXPERTS 5027 S. Center St., Adrian, Mich. 
To answer the above ad use QUICKMAIL COUPON No. 28 Leaders in the Manufacture of Laboratory Furniture Since 1905 


FULL FRONT 


‘“RUFBAK” 


inna MAT 


STATIONERS Investigate! 
NEW FEATURES & STYLES by MASHEK 


From Educator to Student—from Execu- 
tive to Clerk, all prefer Modern CASES by 
MASHEK because of their ultra fine qual- 
ity, styling, and modern streamlines. 


See our wide variety of beautiful Ring 
Binders and our distinguished Brief Cases. 
You'll find just what you need to meet 


every demand. 
Bickett F F Desk Mats have outstanding advantages over the 
round or square type chair mats, the most important being that 
they extend the full length of the ‘desk. (ee 
Made of high grade rubber in several different colors, both WELCOME TO 
solid and marbelized stocks. Stock sizes fit 52, 54, 60, 66 and 72 The most email nub BOOTH B-6 
inch desks. holiday pr i. d 


No material as satisfactory as rubber for use in chair mats. Styles by MASHEK. PALMER HOUSE 
Install a Full Front Desk Mat in your display room for demonstration National Stati s Co 
purposes. Write for stock chart-price list and special sample offer. 


Distributed by Stationery and Office Supply Dealers 


L. M. BICKETT COMPANY, "sts, FRANK &CO 


Manufacturers of CHICAGO 
Respirator—the most asked-for-by-name seat cushion on the market. New York Office— Harold Atwood, 280 Broadway 


: “If it’s made with Leather, MASHEK makes it b “it 
To answer the above ad use QUICKMAIL COUPON No. 86 __ ee aawenistteo 
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Manufacturers since 1874 


CARBON PAPERS in all weights and finishes, 
clean edge, and UNIVERSAL sheets for use with 
either Standard or Noiseless Typewriters. 


INKED RIBBONS for typewriters, adding ma- 
chines and addressographs. 


WRITING INKS—Originators of the Famous 
Underwood Everlasting Bank Ink. 


For Better Production and Reproduction Use 
ORIGINAL UNDERWOOD Products. 


For full information or 
salesman 


Use QUICKMAIL 
COUPON vol 


telephone or 
use this coupon, 


Underwood Building 


30 Vesey Street 


Tel. BArclay 7-4480 


JOHN UNDERWOOD & CO. 


JOHN UNDERWOOD & CO. 


New York, N. Y. 


U. S. Patent No. 1,837,156 


and seals envelopes... . 


CLEAN « RAPID -« 
WILL NOT RUST 
SPEEDS UP MAILING 
PRICE $2.00 Each 
Use Quickmail Coupon No. 92 for details. 
Manufactured and guaranteed by 


LITTLE & COMPANY 
Established 1906 
150 Chestnut St. 


The BRUCE 


HYGIENIC ENVELOPE SEALER 


The Hanp SEALER that gives machine speed 
and volume—Rapidly and efficiently moistens 


INDESTRUCTIBLE 


WILL NOT LEAK 


Providence, R. I. 
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(Continued from page 78) 


III. “Control of Overtime” 

V. J. Olearo, comptroller, American Type Founders, 
Inc., Elizabeth, N. J. 

Wednesday Evening, October 22nd—dinner smoker—Matn- 
TAINING THE OFFICE FORCE IN THE PRESENT EMER- 
GENCY—Or How To KEEP THEM HAPPY 

Thursday Morning, October 23rd—STEPPING UP OFFICE 
PRODUCTION 

I. “Effecting the Most Efficient Flow of Work” 

Speaker to be announced. 

II. “Improving and Standardizing Branch Office Methods” 

Cecil B. Atwater, Liberty Mutual Insurance Co., Bos- 
ton. 

III. “Improving Letter Writing” 

Charles R. Riker, supervisor of Extension Training, 
Industrial Relations, Westinghouse Electric & 
Manufacturing Co., East Pittsburgh, Pa. 

Thursday Noon, October 23rd—Luncheon Session—Paper 
WORK OF PRIORITIES 

Thursday Afternoon, October 23rd—CoPING WITH Topay’s 
OFFICE PERSONNEL PROBLEMS 

I. “Ability and Aptitude Tests” 

Dr. Marion A. Bills, assistant secretary, Aetna Life 

Insurance Co., Hartford, Conn. 
II. “Training New Office Workers” 

Paul A. Mertz, director, Company Training, Sears, 
Roebuck & Co., Chicago. 

III. “Company Manuals” 

Speaker to be announced. 


COLEMAN ADDS VISACOPY 


E. G. Coleman has been appointed district manager 
to handle government as well as dealer business in the 
East Bay area for Visacopy Corp., 420 Market Street, San 
Francisco. This new representation is in addition to his 
regular lines of equipment manufactured by the Visible 
Record Equipment Co. 


DITTO OPENS NEW YORK OFFICE 


Ditto, Inc., Chicago, makers of duplicators and sup- 
plies, announce the opening of new quarters at 400 Madison 
Ave., New York. Feature of the new establishment, ac- 
cording to Frank Gregor, Jr., advertising manager, is an 
enlarged showroom, equipped not only for the display of 
Ditto machines, but also for demonstration of Ditto business 
methods. As before, Al Dunphy, Ditto’s eastern manager, 
is in charge. 


TAUBER’S (4.4: BINDING RINGS 


Beauty Color 
Economy Durability 
Tauber-Tube couber — | 
a Red-White- Blue 


Catalogs, Sales Portfolios, Reports, Presentations and 
Office Directories in your own office with inexpensive 
desk punch. 


Send for free samples and information. 
Use Quickmail Coupon 82. 


TAUBER-TUBE sew vor: xv. 
a NEW YORK, N. Y. 
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THE MODERN PUNCH 
That speeds office work!! 
At long last—a three hole punch has been created for 
three ring binder users. Small enough to be used in the 
hand, it eliminates the use of the bulky office table punch 
or having to mark off three places and punch one hole at 
a time. CLIX is priced at $3.00 each. Punches all three 
holes at one time. 


Send QUICKMAIL COUPON No. 77 


NEW ENGLAND 


PAPER PUNCH COMPANY 


95 Washington Street * Natick, Mass. 


Wherever There's a Motorist 
there should be a WARD'S 
MOTOR RECORD BOOK 


Record upkeep of auto- 
mobile—ideal for indi- 
vidual or firm. 


WARD'S 


“Ever-ready® 


MOTOR 
RECORD 
BOO@K 


Convenient Pocket Size. 


Good for One Year. 


Used by leading con- 


cerns everywhere. 


Send for Prices 


Use QUICKMAIL 


COUPON xo fo 


Published by 


JOHN J. WARD, INC. 


23-08 Jackson Ave. Long Island City, N. Y. 


SELLS FOR 25c¢ 


If you are interested in any office equip- 
ment merchandise or stationery products 
not illustrated or described in the monthly 
issues of OFFICE EQUIPMENT DIGEST, 


write to us! 


We will be glad to pass your inquiry to an estab- 
lished source of supply or to tell you by whom the 
special products you seek are manufactured. 


A complete and up-to-date file is maintained in our 
office so that we can give prompt and accurate at- 
tention to all your questions relating to sources of 
office equipment and supplies. You are invited to 
make full use of this service. 


Information Department 
OFFICE EQUIPMENT DIGEST 


260 FIFTH AVENUE, NEW YORK CITY 


f 7 
Technygraph LETTERING KI 


POStERs 
PRICE Tacs 
SuUttins 
WOTICES 
LETTE RNC, 
STOREREE PERS MOE TITS 


COLLECTORS sv 
ORAFTISMEN ame ott 
PMOTOGE. 


i CHURCHES 


A Quality Product — 


@ THE MASTER PRINTER KIT, illustrated above 
consists of an adjustable drawing board, self-locking 
T-Square, large bottle Master Printer Black Drawing 
Ink, Lettering Guide, and Pen. 


@ THE MASTER PRINTER KIT is a set of many 
uses. Its 60 different lettering guides offer styles suitable 
for making PRICE TAGS, SHOW CARDS, AN- 
NOUNCEMENTS, DIPLOMAS, STAMP PAGE LET- 
TERING, NEGATIVE TITLES, BLUE PRINT TITLES, 
MOVIE FILM TITLES, LAYOUTS, MASTER COPIES 
FOR MULTIGRAPH DUPLICATOR, etc., etc. 


Send Quickmail Coupon No. 93 today for descriptive circulars 


_ The Technygraph, TECHNY, WL. | 
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“UNIVERSAL” Guaranteed 
REBUILTS Is Your 
Best Source of Supply 


Because ‘‘Universal’’ (world’s largest 
rebuilt visible dealers) carries an ex- 
tionally large stock for immediate 
delivery. They’re thoroughly rebuilt 
for years of added service. Send 
UICKMAIL COUPON No. 34 for fur- 
ther ——— om the +See in 
rebuilt, refinished, guarantee REBUILT, REFINISHED 
VISIBLE RECORD EQUIPMENT and GUARANTEED 
OFFICE MACHINES Kardex, Acme, Post 
for immediate delivery from the world’s Index, Globe Wern- 
largest ebuilt visible dealers icke and other vis- 
ible systems in cabi- 


UNIVERSAL OFFICE nets, panels and book 


units. 


EQUIPMENT CoO.., INC. Calculators 


Comptometers 


“ ” Addressographs 
The House That Confidence Built ‘ Multigraphs 
561 Broadway New York City Dictating Machines 

Cable ''Uniquip''—New York Mimeographs 


TAGS e LABELS 
PINTICKETS 
REINFORCEMENTS 


FILE FOLDER LABELS 
Leading Stationers everywhere carry 


the MACO ine 
ASK FoR MACO propuctTs 


America's best defense 
against GLOOM! 


YEAR AROUND SELLER in gift 
shops, convalescent and humorous 
sections of greeting card counters, 
book stores, etc. 


i “LISSEN, SADIE" 


- the little orange book of hilarious 
hospital humor. 

ang and oid chuckle at Sadie & 
Min who dish out fun at doctors, 
nurses, pickles and pills. 
Ideal oa for the sick and shut in. 
Read aloud, it peps up parties. Top 
suggestion for the boys in uniform, 
etc., etc, 

48 pp. II Illustrations. 35c. 
$2.52 per dosen—attractive coun- 
ter cards. Splendid Xmas item! 


THE SADIMIN CO. 


UPPER DARBY, PA. 
“Comes ready to mail or present as a 
oitt. Send instead of flowers.” 


CARBON PAPERS 
and 
INKED RIBBONS 
WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 


assure economy and efficiency in 
every office. 


FOR quality, service and satis- 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. 
New York. N. Y. 


Factory: 
Bridgeport. Conn. 


G COST ME MONEY TO rorcer! | 


THIS MAN MAY BE 
IN YOUR ORGANIZATION . . . 


If so, he should use Mem Index, 
the famous memo system on 
cards—used by successful busi- 
ness people for more than 36 
years. One appointment or sales 
call forgotten can easily cost 
more than 100 Mem Index Sys- 


tems. $3.45 and up. HANDY UNITS 


Write for Complete Infor ion and POCKET CASE for 
ity Di temporary data plus 


" . DESK UNIT tor 
Wilson Mem Index Co. buted” tna"in-™ 


dexed cards fit 
149 St. Paul St. Rochester, N. Y. both. 


MILLIONS OF DOLLARS 
will be spent this year for FLUORESCENT 


Profit by the amazing popularity of fluo- 
rescent lighting. Select from our complete 
line of beautifully designed, bronze-plated 
desk and floor lamps for home and office 
Send for literature and prices today. 


Fluorescent lighting fixtures that appeal 
to the eye and to your budget. White 


Uni-Best ‘'I5"' Desk enamel! fixtures, complete with two GE 

Lamp—GE Mazda Tube Mazda tubes. Sample $5.65. (Prices 

Included. F.O.B. Cleveland) Terms: 25% Dep. Bal. 
$5.25 C.0.D. Ideal low-cost promotion items. 


UNITED SPECIALTY COMPANY 


2932 Euclid Ave. Cleveland, Ohio 


"Pussyfoot” Rubber Wheel Casters 


For OfficeChairs WILL REPLACE ANY ate 
STANDARD CASTER SHANK 

Noiseless, durable, STEEL BALL NICKEL 

easy-swivel — will BEARING PLATED 


fit any wood office 


chair. $9.60 per a 

dozen sets. Imme- pRyppER 

diate shipments. WITHA 
SOFT 
TREAD 


S. Rosen Mfg. 
Co., Inc. 


616 Plant Street 
Utica, N. Y. 


SAVE ON REBUILT OFFICE MACHINES 


GUARANTEED 100% LIKE NEW 


SAve ° 
Unusual savings on all re- Eni, od 
built office machines . . . Mingtt 
remanufactured and refin- Muy, 9p, 
ished in our modern six ing wh 
story factory by specially wilting Meching, 
trained experts. Adaline matbinee 
n, 
GUARANTEE: All merchan- Etleuiay aching 
dise carries the MAILERS OM atom? 
GUARANTEE. Picts itore” 
ny 
Send for New Free Catalog > ehhog” Machng 
SPECIALIZING IN: Addressing, Duplicating, Mail- Supp), 2¢hns, 
ing, Office Machi Equi t, Parts & S li * Oe, 


We operate a complete Stencil Embossing Service. 
Send for Prices. 


MAILERS SERVICE & EQUIPMENT CO 


38-40 W. |Sth ST. (The Mailers Bldg.) QUZTECEDB New York, N. Y. 
Cable—MAILSERV—New York 
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Complete Line of Ready Made 


BOUND and LOOSE LEAF 
BANK RECORDS 


Use QUICK 


COUPON No 


FRED PROCTER COMPANY 


324 East Ninth Street 
CINCINNATI, OHIO 


If you are now calling on country banks 
write for our price list and proposition. 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
1) posts obtainable for use in conjunction with 
. various types of STORAGE BINDERS. 
i LENGTHS: 1, 11/2, 2, 2V2, 3 & 42" 
y Expansion Up to 71/2 inches 
Write for prices 


1 OW. R. KLINE 60. 


440-73rd St., Brooklyn, N. Y.. 


Western Distrtbutors 
S. & D. Loose Leaf Co., Ltd., 
427 North San Pedro Street, 
Los Angeles, California 


MOISTENS ENVELOPES 


STAMPS . . . LABELS 


Scientifically brush- 
moistens gummed 
surfaces for tight, 
solid adhesion. No 
pressure needed. 
Simply slide stamp, 
flap or label under 
guide. Faster, 
cleaner, more sani- 
tary. SUPER-O 
Model has 1!/>-inch 
brush width, takes 
all size envelopes, 
and all __ smaller 


plated, enameled. 
Low retail price. 


A product of 
Sole Distributor Better Packages, Inc. 


A. W. KELLOGG SALES CO., Waltham, Mass. 


(BERNARD ) 


TRADE mane 


“PUNCHET” TICKET PUNCH 
Dies: Diamond — Club — Heart — 
Spade — Triangle — Half- 
Round, }/,", 3/16”, 1g" Rounds. 


rDACYRAOSOS 


ie punch of attractive modern 
design. It is full streamline and 
beautifully finished. It looks and is 
quality. Completely equipped, 9 die 
designs. Large reservoir. 

Use QUICKMAIL COUPON No. 8 


THE WM. OLLHORN CO. 
No. 275—5" New i" — Connecticut 


CLEANS CLEANS LAST 
CLEANER FASTER’ LONGER 


A brownish colored gum cleaner 
and eraser. Sizes, one inch 
cubes up to 3x3x2 inches. 


No. 11 ADHESIVE, a non-in- 
flammable rubber cement, for 
office and home use. 


For Office, Artists, Students, Draftsmen. 


CHARLES B. BRINKWORTH 


Manufacturer of Adhesives 
592 EAST FIRST STREET BOSTON, MASS. 


SAVE $300 'Suipuewrs 
“Bill-in" Envelopes Require No Postage 


Send your invoice with the merchandise in the new “BILL-IN" 
envelope. They're sealed inside your carton, with a red signal 
label saying "INVOICE ENCLOSED" on the outside where it 
can't be overlooked. “BILL-IN" envelopes will save you POST- 
AGE—$30 on every 1000 shipments—plus time and labor in 
STAMPING, ADDRESSING and SEALING. Approved by U. S. 
Post Office and by hundreds of leading firms already using them. 
Samples and full details are yours for the asking. Just send 
Quickmail Coupon No. 81. 


THE WOLF ENVELOPE CO. ® 1781 E. 22nd St., Cleveland, O. 


ACCOUNT 


FILES 


PERFECTION 
& SIMPLEX 


IN TWO SIZES 
4"x9" and 5'/2"x9" 
Manufacturers of 
Ledger Account Files 
Since 1898 


Write fer circulars 
MODERN ACCOUNT 
SYSTEM CO. 


AUBURN INDIANA 
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COMPLETE STOCK AVAILABLE 
Spencerian Pen Co., 434 Broadway, New York City 
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Dixon Crucible Co., Joseph 
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E 
Eagle Pencil Co............... 2nd Cover 
Esterbrook Pen Co 
Eversharp, Inc. 


Faber Pencil Co., Eberhard 
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Fulton Specialty Co. ................ 68 
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Mailers Service & Equipment Co 

Mashek & Co., Frank 

Mastercraft Looseleaf Div. .......... 29 
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Melind Co., Inc., Louis 
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Minnesota Mining & Mfg. Co 
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Nagel Chase Mfg. Co 

Nascon At-a-Glance Products. .3rd Cover 
Neva-Clog Products, Inc. ........... 13 
New England Paper Punch Co 
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Oakville Co., Div. Scovill Mfg. Co.... 5 
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YOUR 
CUSTOMERS 


WILL APPRECIATE 


THE QUALITY 


AND 


A UTILITY VALUE {= 


| OF THE 


| 
} ‘ . ° aa 
P a 0 D U C T S } ————— Provide the same prac- 
A week's appointments _ . . ae - 


tical features as the 
calllgpance pl = a a ee -* desk size, described on 
‘owing months caten- . - — this page, in a handy 
dars, complete three refillable pocket style. 
hy FF indispensable for out 
pha i , 
numbers and addresses. side use. 


yiclance™ Desk Calendar, Appointment SSTT=Ta* —“"Week-At-A-Glonce_ 111 Tecket Calendar, Appoint 
sieecamiieaal — % 
i iin. | A distinctive remembrance or advertising gift given to you 
2 .. ae ® customers at the holiday season is a most effective method o 
Migs expressing your appreciation for their valued business and serve 
aX to promote good will for the coming year. 
alveney A gift of one of the Nascon products is a gift of outstanding 
» e quality, exclusive design and high utility value which is assured 
of the utmost appreciation by your customers and which 
through daily use, will remind them constantly of your compan 
= = : " in terms of quality and good taste. 
a = —_ In a range of prices to fit any budget these distinctive anc 
—— : sane j a useful gifts can be imprinted with firm names, trade marks, in 
——> x dividual names or insert pages, containing timely messages 
—— can be bound into the fillers. 
fowers of [B30 mo — 
oa ———— - Get complete information and quantity prices today from you 
corent J |-—— regular source of supply or from Nascon Service, Inc. 
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WAL ESTATE RECORD 


yet simplified method of 
he important information 
ban estate, large or small, 
lteference and for the 
dance of beneficiaries in 
emergency. Prominent 
lets and insurance com- 
PY endorse this Personal cea 
td as a most effective | 
timinating the worry and ; 

‘pense usually attached : re 
ment of estates. 


ON AT-A-GLANCE PRODUCTS 
ST 42ND STREET, NEW YORK, N 


NASCON DUODEX 


A complete vest pocket or purse size piece for numbers, 
addresses, memos and cards. 
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Only 29 inches high! 


The revolutionary 


ew Low Desk 


by SHAW-WALKER 


The Height of Comfort! 


Spgs sit down at this new low 
desk. Immediately you feel the 
tremendous difference. You're 
on top of your job... with great- 
er comfort, better vision, longer 
reach. You sense instantly that 
Shaw-Walker have truly found 
“The Height of Comfort”! 


S 


This new Shaw-Walker creation 
is built of sleek steel and gleam- 
ing plastics. Every edge and cor- 
ner is ivory-smooth. From deck 
to floor it’s a modern beauty. 
Available in three different 
models and many sizes. Priced 
from $50 to $300. 


HAW-WALKER 


MUSKEGON, MICHIGAN 


New Low Desk 


Made in Three Styles 


Standard (Leg) Desks 
$50.75 to $90.25 


‘Island Base Desks 
$56.75 to $93.00 


Luxury Desks 
$175.00 to $300.00 


, “Built Like a 
F hSkyscraper” 


3 


Write for a copy of the 1941 OFFICE GUIDE 
. . . 436 pages of office helps. 


To answer the above ad use QUICKMAIL COUPON No. 57 
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